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SUBJECT: Administrative Series

Part 376 Automated Data Processing

Chapter 10 ADP Application Systems

Life Cycle Management
EXPLANATION OF MATERIAL TRANSMITTED:
This chapter describes policy, responsibilities; and procedures
his chapter describes policy; sponsibilities and procedure

for the management of the initiation, development, and operatlons/

maintenance phases of new Minerals Management Service (MMS) major

ADP application systems.
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Purpose. Th hanter describes cy, responsibilities, r'i

1. po
procedures for t ini
operatlons/maintenance phases of new Mi

(MMS) major ADP application systems.
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2. Objective. To ensure all new major application systems comply

with departmental Life Cycle Management (LCM) standards.

3. Authoritv. ﬁoparﬁmnpi—nl Manual (376 DM 10. Life Cycla Manage-
. \uthority Departmental Manual (3 ’ Cycle Ma e

ment of ADP Information Systems).

4. References.

A. ADP Review Council Charter, February 17, 1986 (Appendix 1).

' B. "A Project Manager's Guide to Application System Life Cycle
Management,“ Department of the Interior, August 1985 (Appendix 2).

C. Office of Management and Budget Circular Number A-130, i
‘December 12, 1985, i

|z

] D. MMS Manual 380.2 and 380.2-H, Records Management. | é

. ! /{

5. Definitions. =

=

A. Life Cycle Management. The process for administering a G,

o

major ADP Application System from the identification of a need
through its replacement or termination. This process emphasizes
strengthening early decisions which shape its costs and utility.

B. A Major ADP Application System. An automated system
exhibiting one or more of the characteristics listed below or
requiring special ongoing ADP Review Council and MMS management
attention:

% (2) 1Involves a significant investment, including persont
‘costs, related to the development, operation, and/or maintenance
~phases. In this context, 51gn1f1cant development, operating, or
‘maintenance costs mean that the cost of initial development from

iconception up to implementation exceeds $1 million; the cost of

i

nel

operating and maintaining the system exceeds $500 000 annually;
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tor the total life CYCle cost exceeds QLU MLLLLUU,

'OPR: Information Technology Branch
‘ Information Resources Management Division

L Office of Administration ) ] |
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5 ADP Application Systems

Chapter 10 Life Cycle Management 376.10.5B(3)
’ (3) Directly affects national security, or the securit
'and safety of f1nanc1al resources, people, or other valuable

‘property or assets;
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(5) 1Is a Departmentw

twide standard system

1) Directly affects the performance of shared Agency

C. Project Management Committee. Selected individuals hav1ng

functlonal, financial, and technical expertise who act as advi-
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E. Proiject Team. Individuals who perform h
1i
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produce the products required during an app
development project.
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ation systems

6. Policy. It is the policy of the MMS that all major ADP
application systems, as approved by the ADP Review Council,
will comply with departmental LCM requirements.

7. Responsibility.

A. The Director approves or recommends to appropriate
departmental levels, all requests for the initiation of new
development or enhancement of major application systems.

B ADP Rev cuncil.

(oS

! (1) Establishes and monitors ma
icriteria.

(W

on the status and progress of major application systems

D. Project Manager of a Major Application System. Individuél
who coordinates all functions of project management, supervises |
the project team, and is held accountable for project performance.

or annlication svstem
I -4 4

-
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(2) Recommends to the Director requests for the initiatjon
of new development or enhancements of major application systems.

(3) Provides Bureau leadership and guidance during th
'life cycle of all major application systems.
Date: January 15, 1988 (Relgq%g No, . 141) Page 2
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C. The Assistant and Associate Directors.

‘ (1) Determine if an ADP project is a major application
system, in accordance with departmental guidelines and ADP Review
Council criteria; identify project ieeds; and submit a project
request form to the ADP Review Council;

(2) Ensure that the LCM process is applied to all major:

ADP application system projects within their area of responsibility

i (3) Provide 1eadersh1p and monitor progress of the specif
major ADP application system project;

‘ (4) Establish, as appropriate, ADP Project Management

Commlttees and appoint the committee chalrperson for each committee

(5) Approve the appointment of the Project Manager for
every major application system;

(6) Approve all significant milestone events and reportsg

(7) Negotiate agreements to participate with other
officials in jointly and mutually defining needs and developing
applications which affect more than one program area; and
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D. Project Management Committees. |

Director and Project Manager throughout the system's life cycle;

(2) Assist the PrOJect Manager in the development of thsg
project plan and preliminary cost benefit analyses;
| (3) Monitor project at regular intervals [
l |
f (4) Ensure that the project meets the review and report-
ing requirements of the departmental IRM Review Council and the
MMS ADP Review Council; and

|

(5) Perform other functions of the Project Management |

Committee in conformance with 376 DM 10, Application Systems Life
Cycle Management Departmental Manual Handbook.

|
| i

L L
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|to ensure completion of major milestone events,
‘requlred management reports,
of the system's mission.
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(1)

Identifies mission needs and submits

oject request

to the appropriate Assistant/Associate Director;

(2)

(4)

Recommends proposed project manager to the Assistant/

Monitors
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the entire application system's life cycle,
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Procedures.

Develops and recommends methodology to be used for

project analysis and proceeds to implement approved methodology;

Develops cost estimates and includes results in cost

n
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Establishes reporting
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project analysis and assists the contracting
requirements;
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process and documentation

Procedures are contained in Appendix 2,
Project Manager's Guide to Application Systems Life Cycle
Management.”
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1. Purpose.

This charter defines the purpose, scope, and responsibility of the ADP Review
Council.

Ao

3. Authority.
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4, Background.

ort all major mission functions of the Minerals
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5. Responsibility.

Advise the Director on the conduct of ADP activities within the MMS so that
current and future information systems support the goals and objectives of
*ha Dicmma.:

LI DUIiCaU.

A. Recommend ADP policies and standards for the Director's approval.
B. Initiate the preparation of an MMS ADP plan.
C. Recommend an MMS ADP plan for the Director's approval.

11
all

v 20
o

W
nn
(1Y

o m

. \4
d €100
v @ Uy .

(a) Requests from $100,000 to $249,999 require a written review by
ADP Review Council members.

(b) Requests over $250,000 r require an oral presentation made by the

requestor{s) to the Councili. The Council will respond in writing.

(e) Anv ADND +tanir that moamhar{c) haliava tn ha cinnifircant ranardlace
‘b, l"lllJ lalval EUF'V wITUA L meinus? \JI Vel t VY. WV L A J's"l L] 'h“"b’ T C,ul MiIiGCIJI
of dollar value, can be brought to the Council for review.
Na+na e Tanniary 18 10009 (Releace NoO 141 ) Pade 5
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MMSM 376.10
Appendix 1
(continued)

E. Review the progress of Bureauwide ADP projects.
F. Direct special projects and studies concerning ADP activities.

[ » PRy S U S
Q. Representacione.

The Council will be comprised of the Assistant and Associate Directors, and
the Assistant to the Director. The Chief of the Information Resources Management
Division will be the Executive Director. The Chairman will be the Assistant

Director for Administration.

7. Meetings.

A. At the en each Councii meeti
determined and agreed upon by the Counci
additional meeting may be called.

ing,
1.
B. Council meetings will be called by the Chairman.

C. The Executive Director will prepare a proposed agenda prior to each
meeting and prepare minutes.

D. Su

Council,

- 8. Reporting.

The Council will report to the Director.

9. Type of Organization.

Permanent. The charter will be reviewed annually.

10. Staff.

Provided to the Chairman by the Executive Director. Council members will use
their own staff when necessary.

11. Subcommittees.

The Chairman may, with t
task groups to conduct s

AD/A%M/ 2 /95%

Date: January 15, 1988 (Reéease No. 141) Page 6
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A Project Manager's Guide to

Application Systems Life Cvcle Management

Departmental Policy

Intended Users

Use

Other Use

Questions

Foreword

Departmental Manual Chapter 376 DM 10
details policy concerning the life cycle
management of ADP Information Systems,
and is supplemented by a Handbook that
addresses major application system life

cycle management. These two documents
are in the appendices of this Guide.

This Guide provides detailed guidance for

2222 TN paViVautew WV vRaatts Pualdas ce Io

managing major application system
development projects in the Department of
CHE uu:er 10!' .

The Guide will be used by managers of
major application system development
projects throughout the Department.

A project manager should read the Guide
carefully and adopt its approach to
developing major applications. 1If it is

necessary to devi ate from the standards

establisged bv this Guide, the project
manager should record the reason for the
deviation.

This Guide was designed with major
applications in mind. While it will
prove helpful to the managers of smaller,
non-major applications, it should be
applied rigorously only to applications
that are major.

ek Aafimisd ~F
Tc learn the definition of a “a]cx

application and other terms used in this
Guide, the reader should turn to Appendix
2 at the back of the Guide.

Anv questions concerning the Guide should
be directed to the Office of Information
Resources Management, Division of Program

’
s
Development in Washingten; phone number

(202) 343-4281.

1988 (Release No. 141) Page 11
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A Project Manager's Guide to
Application Systems L%fe Cycle Management

Date: January 15, 1988 (Release No. 141) Page 17
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Appendix 2
{continued)

Initiation Phase. The Initiation Phase is to perform those

mission process analysis activities necessary to investigate
the need for an application system development project,
build a blueprint or plan for the application, and to decide
whether to proceed with defining detailed requirements.
Problems and opportunities are defined, mission requirements
are analyzed, alternative solutions are identified, and the
economic, technical and operational feasibility of

A e A S - e e .

alternac1ves is assessed.

Note: ‘The project manager should keep in mind that detailed
functional and data tequlrements are defined during

AL . e ___ @ ____ __a e mam e mimm A e = A

eilopment Phase. Initiation Phase concentrates

A. Pre-Initiation Phase Work. . Before the initiation phase

can begin, a requirement will be identified and
supported by a functional (administrative or

- wom Ay - il v A S IHP PR S-2°2 9

programmatic) manager. The functional manager must
complete a Project Request, and forward it to the
responsible information systems or ADP management in the
agency. The Project Request will be no more than §

pages long and contain at least the following:

(1) . Requestor‘s Name and Position

(2) Need Statement

(3) Need impact or Cost

(4) Mission(s) Impacted

(5) Organizational Units Impacted

(6) Location and Size of the Organizations Impacted

(7) Description of the Work to be Automated
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MMSM 376.10
Appendix 2
(continued)

The Application System Life Cvcle
Chapter 1

B. Mission Analysis Stage. This stage is the first of two
stages during the Initiation Phase.

(1) urpose, This stage will result in the user area
aescrf bing their need for a svstem in general
terms. Information about organization structure,
practices and information needs are coliected and

organized into models.

(2) Objectives. This stage is intended to:

(a) Identifv mission needs;
(b) Collect and present system planning
information;

(c) Provide a clear scope for an application
system in lay terms;

(d) Insure functional user management
participation in the description of mission

needs and analysis, so that if an automated
system results it addresses only important
mission needs; and

(e) Promote the uniform agencv preparation of
major systems planning information.

(3) Activities. These standards apply to both in-
house and contracted efforts. The minimum
activities are:

(a) Form a Project Management Committee, appoint

an Aopl1ca€i66 System Planning Project
Manager, and form an Application System

I"Ldﬂnlﬂg Team.

(b) Construct a model (graphical and textual) of
the organizational units impacted by the
proposed application. This is the
Organization Model.

organlzaclon.
Process Model.

(c) Identlfy and des
T

(d) Identlfy and chart the information needed to
perform the processes, and chart the
information flow. This results in an
Information Model.

{e) Complete a Mission Needs Statement (MNS).

Date: January 15, 1988 (Release No. 141) Page
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Appendix 2
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The Application System Life Cycle

(£)

(9)

(h)

’ 8

{1)

Chapter 1

vValidate the accuracy of the information,
process and orqanization model by havinq
functional management in the impacted area

—gc-{ aw

AGCG VA '

tha madale

Tneé€ megess.

Estimate the cost of the Concept Development

Stage.

Estimate the economic cost and justify the
expense for the proposed system.

Project'Management Committee approval of the MNS

{(pronounced "mens") is required before Concept Development Stage

begins.

(4)

January 15,

Mission Analysis Stage Responsibilities.

-

1=
\a

1988

(viii)

(Release No.

Classifies project as a "major
application system.”

Establishes a P:g_, ject Management

Committee composed of functional area
managers and ADP managers.

ubmits
Management Committee, and ADP
management.

Performs a preliminary cost benefit
analysis.

s T-7-% o lAA

nyyuxlu.a a4 USer ACT is8
person may serve as Proiect Manager

during Initiation Phase.

Provides input and resources to the
Project Manager during development of
the work plan, and mission analysis.

Executes agreements to participate
with other users in defining needs
and developing the application.

141) Page 26
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(iii)

Participates in the mission analysis,

e sl Ak b mbhabive

monitors and tracks project Stacus.

Submits status reports as required to
the PrOJect Manager (if someone

AAAAA Py 4

eise), and the Responsible Functional

Ma
Manager.

concurrence in writing to Project

Al o v oy

Manager.

Is a prime candidate for Project
Manager during Initiation Phase.

management committee.

(iii)

(iv)

Project

Appoints Project Manager

Approves Mission Needs Statement and
Project Request, authorizes
Initiation Phase to be completed.

Reviews project at regular intervals
during Mission Analysis Stage and
reviews recommendations at Milestone
O. Authorizes work to begin on the

angent Development Stage, if

==

manager.

(i)

(ii)

(iii)

Regins project file.

Selects methodology to be used for
migssion analvsis. Business systems
planning, strategic information
planning, and strategic systems
planning are methodologies
appropriate for this work. If you
are unfamilxar with these
methodologies, contact the Office of
Iinformation Resources Management in
Washington, for more information.

Adapts ASLC structure to meet needs

of the project. Adaptation is
reflected in a work plan.

eSSl i EEY
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(v) Assutes that detailed project tasking

cemwls smuwamadan bha cwcavl anAd
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that a clear audit trail of planned
and completed project tasks exist.
Taken together, these project tasks
congstitute a work plan.

(vi) Assembles resources for Initiation
Phase.

(vii) Performs mission analysis. Includes
determination of functional process
and data requirements- and
determination of operational and
economic feasibility of automation.
Management analvsts, data analvsts,
and services of a svstems analyst are

usually required.

(viii) Performs A-76 analysis, and initiates
preliminary procurement actions as

required.

(ix) Forwards approved Mission Needs
Statement to Project Manaagement
Committee.

(x) Prepares detailed cost estimates for

the Concept Development Stage.

{xi) Recommends future actions to the User
Acceptor (if another person) and
Project Management Committee.

{xii) Learns and meet IRMRC review
requirements.

(5) Proiect File Documentation.

(a) File maintenance. Materials prepared during
the Mission Analysis Stage are placed in a
project file. The approved MNS, Project
Request, and all ASLC documentation materials
are retained for audits, reference,
substantiation, explanation, or clarification
as patt of the ptoject file. This file will
be maintained throughout the ASLC, and will
be very large by the time the system is
operational., The Project Manager is
responsible for the orderly storage and

cataloging of its contents.

LA LCT e vallilal FAS N B e P L o
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Appendix 2
(continued)
The Application System Life Cycle
Chapter 1

(b) Documents. The follow1ng documents will be
_____ -~ milama MNh

————
added to the file oux:xng this stage. Chap
1 of this handbook contains information

|4 DE-EEReI-11010. 0 0) G e - 2L 1 =

regarding the document's contents.

o Project Request

o

Mission Analysis Methodology

o Cost/Benefit Analysis

(o]

Project Charter

o Organization Model
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Appendix 2
(continued)

The Application System Life Cycle
Chapter 1

CONCEPT DEVELOPMENT STAGE RESPONSIBILITY MATRIX

LUNLGLDT D PRV T

1 7]
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3 ] F 2 5

aw @' = £ o o

- S 131 Q9 ]

238 & 0§ 858§

g um ] Qo 2

50 @ N - =] =

GEE 8 e PEE =

(7] i 19 [

Product/Document o & E S a4 Aa=o <

System Objectives I R Cc A I
Application System Architecture I R
pData Architecture 1 R
Data Communications Architecture I R
System Life Cycle Strategv C R
System Milestone Dates C R
System Life Cycle Resource Estimates (o R
Cost/Benefit Analysis {Revised) Cc R

Mission Need Statement (Revised) I C R A I

System Decision Paper 1 1 C R A I

R = Responsible for Product Preparation
C = Concurrence Regquired

A = Approve

I = Informed (copv)

Fxhibit 1-2

Date: January 15, 1988 (Release No. 141) Page 30
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Appendix 2
(continued)

The Apprlication System Life Cycle
Chapter 1

C. Concept Development Stage. This stage is the second of

two stages in the Initiation pPhase. At this point in
the life cycle there is no presumption that an automated
system is the only solution to the mission need.

(1)

(2)

(3)

AIr S vy

Purpose. A general blueprint of the application
is prepared in this stage. Whis blueprint or plan

e AleriAs w1l dmateda R
may divide an application intoc one or more

modules, and will be used as the basis for the
work of the Development Phase. The architectural
planning that is done in this phase are m1ss1on,

E RPNy g 2 - h PPN 2 e P NS - been & -
information and location-oriented, not technical
ADP architectures.

Objectives.

(a) Prepare system planning information,
including systems, data and data
communications plans.

(b) Provide a clear scope for an application
system in lay terms.

(c) 1Insure the system plan addresses only
important mission needs.

(d) Propose a system life cycle strategv.

(e) Obtain a go/no go decision to begin System
Analvsis Stage.

Activities. These standa
Ranee and cnantrackad Affc

BVUOT QU vwilwaGwueou o

activities are:

y to both in-
a2

minimum
minimum

(a) Compiete a functional system architectural
SAavern as a MRlntamwineéd FfAr cuvabkam
P-I.du bU OSTLVYVE a9 G viuTppLiIuIL LUl Sy S LT
development;
(b) Complete a data architectural plan to serve
amne a2 hi~ah _Tawal Aata hasa hliiameinde.
ddS a HLYUTILCVETL JUglia vVasoT viuTcwL il

(c) Define a general data communications
blueprint;

(d) Review and revise the MNS done during Mission
Analysis Stage;
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{g) Document the management objectives of the

proposed system, including details that can

be validated during system test stage.
{h) Document and retain the agreements reached

between participating organizations with

—~
pete
-~

(4) Concept Development Stage Respongibilities.

(a) Project manager.

(1) Responsible for seeing the activities
of this phase are completed.

(ii) Assures that work planning and control
is done by a tasking method, and that
a clear audit trail exists.

(iii) Maintains the project file, and
updates it with ASLC documentation
required in this stage.

(iv) Reports results to the Project
Management Committee at Milestone 1.

—

(b) User acceptor.

(

e
—r
9
"

T AN
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o

-
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e
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o
|
o
-

(c) Project management committee.

(i) Reviews documentation presented for
Milestone 1. Recommends approval to
begin Development Phase.

(ii) Appoints a Project Manager for the ADP
Project Team.
{iii) Assures that the Project Management
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Committee has members representing all
areas impacted by the proposed

system. If necessary, new members are
added.

(iv) Obtains written documentation of all
inter-organizational agreements
required to support the project.

(5) Project File Documentation.

(a)

(b)

January 15,

File maintenance. Materials prepared during
the Concept Development Stage are added to
the project file. The Project Manager is
responsible for the orderly storage and
cataloging of its contents.

Documents. The following documents will be
added to the file during this stage. Chapter
3 of this handbook contains information
regarding the document's contents.

o System Objectives

o0 System Architecture

o Data Architecture

o Data Communications Architecture

o System Life Cycle Strategy

o0 System Milestone Dates

o0 System Life Cvcle Resources
Estimates

o Revised Cost/Benefit Analysis
0 Revised Mission Need Statement

o Svstem Decision Paper 1

1988 (Release No. 141) Page 33
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SYSTEM ANALYSIS STAGE
RESPONSIBILITY MATRIX
)
[ Y]
] o
[o] o
Q + s o
P o C] + o
- o = £ 9 o
- g 0 g" 9
w0 N Q & L o =1
] < s A St L
26w u - ﬂqg
me s o 0 05 =
958 2 I 228 2
Product /Document el = - h—
Current System Description c
Detailed Functional Requirements c R
Data Reguirements c R
R = Responsible for Product Preparatior
C = Concurrence Required
A = Approve
I = Informed (copv)
Exhibit 1-3
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Development Phase. There are 4 stages in Development Phase,
the first being the detailed svstem analvsis.

A. System Analysis Stage. This stage is the first stage in
developing or acquiring application software. If a
prototyping technique is used to define requirements,
the activities listed here will be greatly changed, but
the reporting documents will remain much the same.

(1) Purpose. System Analysis Stage is to identify and
document a comprehensive analvsis of

- e s A=

requirements. During the analysis stage the
functional [nnnirpmpntq are defined in more

detail; i.e., system input, functional tasks, and
outputs. This process takes place at the
functional level, in that the system is desc
in terms of the detailed functions or tasks

A WiLD W L5% -3~ 219~

w

o

D

2 -
1D€e
o b

rr

performed, not in terms of computer programs,
files and runstreams. The emphasis of this stage
is on determining "what®™ tasks must be performed,

Bhneal & rfa
not "how"” to perform those functions.

(2) Objectives. The Analysis Stage

{(a) 1Identifies the detailed functions and data in
the current system;

(b) Identifies deficiencies in the current
detailed svstem functions; and

(c) Builds a data dictionary
system data and reportin

directorv of current
requirements; and

QN

(o)
~

f\a‘i nes new svys
LSS II€w SYyoS

s Y
functions and 4

——

tem requirements in terms of

ata

(3) Activities. The effort and level of detail are to
be commensurate with the size, complexity, and
importance of the system. These standards apply

to both in-house and contracted efforts.
Activities are:

(a) Describe the current svstem in functional
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(e) Document the analysis stage activities and
results; and

(f) 1Identify data elements needed to support
mission information requirements. Cite
applicable laws and regulations for each data
element or report.

(3 System Analysis Stage Responsibilities.

(a) User acceptor. Reviews deliverables and
gives milestone concurrence, in writing, to
project manager.

(b) Pro;ect manager. Directs the following
activities.

(i) Analysis of the current system gaining
a detailed understanding of the
functions performed by the present
manual or automated system. Review of
information flows; identifying system
outputs, interfaces, inputs, stored
data, processes, controls, and
backup/recoverv/security procedures.
Compiles a glossary of data
definitions and stores them

electronically in a data

dictionary/directorv. Services of a
systems analyst and data administrator
usually required.

(ii) Develop most of functional system
specifications. Definition of system
inputs; defines format, type, purpose,
use, content, sequence, retention,
validation criteria, security and
other controls. Defines the "stored
data"™ required by the system;
determines the logical structure of
the data by identifving entities,
attributes and relationships between
entities; defines privacy

_requirements, such as access controls
and physical security requirements.
Defines the process, both manual and
automated, required to produce system
outputs from "stored data” and inputs;
documents processing logic using
narrative descriptions, flow charts
and/or decision tables. Defines
system outputs; reports, CRT screens,

Date: January 15, 198g (Release No. 141) Page
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etc.; identifies format, content,
purpose, use, volume, ttequenoy and
distribution controls. services of a
gystems analyst and data administrator
are usually required.

(iii) Determines general data conversion
strategy, user acceptance criteria,
and installation strategy. Defines

relatlve respon51bilities of user an
ADP project development team.

e

(iv) Updates work plan.

(v) Reviews and approves deliverables
produced as 2 result of analysis
phase.

(vi) Obtain d-of-stage concurr .nce from

(vii) Ensures that dellverables ar
as necessary, based on findin
analysis stage.

30

(viii) Assures that work begins on the
logical data model.

(5) Project File Documentation.

(a) File maintenance. Materials prepared du
the System Analysis Stage are placed in
project file. The Project Manager is
responsible for the orderly storage and

cataloging of its contents.

[V Ha}

{p) Documents. The following documents will be

added to the file during this stage. Chapter
3 of this handbook contains information

regarding the document's contents.
o Current System pescription

o Detailed Functional Requirements

(»]

pata Requirements
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Design Proposal C R
Life Cycle Strategy (Revised) (of R
Cost/Benefit Analysis (Revised) c
System Decision Paper 2 I c
R = Responsible for Product Preparation
C = Concurrence Required
A = Approve
I - Informed (copy)
BExhibit 1-4
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B. System Design Stage.
(1) Purpose. The second stage of applicatio

development follows System Analysis (éf

prototyping). Even if an application software

package is acquired, much of the work in this

staged is needed. Functional specifications are

translated into system requirements for software

packages, hardware and communications facilities

and designs for computer programs, modules, data
base(s), intermediate files, and manual controls
and procedures. The application software solution

o2l mmad mml el wamiivama

is uéazgneu for the J.Ugu.a.v. chuxt.cmcuta
determined in the analysis stage.

(2) Objectives.

(3) Activities. These standards apply to both in-
house and contracted efforts. The activities are:

{
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(b) Propose a system design;

() D
\~ 7 &

(d) Prepare a detailed plan showing milestones,

tasks, schedule and resources for developing

and implementing the proposed system; and
(e) Document the design.

(4) Responsibilities.

(a) User acceptor.

(i) Participates in preparing mid-project
review.
(ii) Determines n for user

procedure/tr ing handbooks or
manuals, and begins planning for their
production,

(iii) Assists Project Manager in preparation

of test plan and data conversion
strategy.
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(b) Project manager. Directs the following
activities, .

(i) Development of overall systems
design. Updates logical data base
design; factors system into a series
of subsvstems and computer programs,
as necessarvy; definition of purpose,
inputs, processes, outputs and
execution sequence for programs;
definition of logical data base desig
and define control procedures for data
base backup and recovery, file
retention, data entry, security
features, offline pr0cessing and data
Output. Services of systems analyst,
senior programmer, data administrator
and data base administrator are
usually required.

{ii) Expands upon data conversion strategy
addressed in analysis stage. Develops
manual and automated reaquirements for
converting data from present form to
required form; defines specific
responsibilities of user and the
project development team.

(iii) Identifies edits and internal control
requirements to ensure data

uu.cgl.:.t.v. Alsc ensures that an

adequate audit trail and audit
capability exists in the application
system.

Navalan +tha tact nlan for testina

DT VO LW the test plan 1or testing

individual programs and the overall
system. Test plan will address
internal testing for programs (using
- such techniques as structured
walkthroughs, debugging aids, etc.);
unit testing to ensure that program
performs in accordance with external
specifications; integrated system
testing to ensure that programs
interface properly and that required
functions are performed- and user
acceptance testing to ensure that the

user's formal criteria for acceptance
are satisfied.

—_—

(o
~

Date:
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(v) Define internal structure of each
program in sufficient detail to enable
coding to take place. This step will
be minimal if packaged software is

being used.

(vi) Updates work plan.

{vii) Reviews and approves deliverables
produced as a result of the design
stage.

(viii) Prepares a mid-project review report.

(ix) Obtains end-of-stage concurrence from
User Acceptor and Project Management
Committee.

{5) Project File Documentation.

(a) File maintenance. Materiais prepared during
the System Design Stage are placed in a
project file. The Project Manager is
tesponsible for the orderly storage and

cataloging of its contents.

(b) ocuments. The fol lowina documents will be

=25

aaea 5 the file during this stage. Chapter
3 of this handbook contains information

R SR S

regardmg the document®s contents.

(o)

Design Proposal

o Detailed Cost/Benefits Analysis

O

Revised Life Cvcle Strategy

o System Decision Paper 2

Date: January 15, 1988 (Release No. 141) Page 43
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System Test Plan - o R Cc
ifications - I R Cc
Application Software Documentation - I R I
Control, Backup & Security Summary A R I
R = Responsible for Product Preparation
C = Concurrence Required
A = Approve
I = Informed (copy)
Exhibit 1-5
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C. System Construction and Acquisition Stage.

(1) Purpose. Develop all application and conversion
programs, perform initial internal and unit testing,
and system testing.

(2) Objectives.

(a) Acquire hardware, data commmications, and
system software;

(b) Prepare application software;
{c) Prove the system is ready for production.

(3) Activities. These standards applv to both in-house
and contracted efforts. The tasks are:

(a) Select, acquire and test equipment, data
commmnications, and system software;

(b) Assure that the site will be ready and
available;

(c) Acquire or cievelop the application software;
and

(d) Document the acquisition and development
activities.

(4) System Construction Responsibilities.

(a) Project manager. Directs the following
activities.

(1) Establishes the techniques and
conventions to be followed to pramote
consistency, uniformity and quality.
Ensures that standards are followed.

(ii) Data structures creation and testing.

(iii) Programming and development testing.

(iv) Installation of software packages,
security features and establishes

camunications network.

(v) Performance of technical and unit
testing.

January 15, 1988 (Release No. 141) ' Page 45
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(vi) Production of operating instruction
manuals.
(vii) System test planning.

Project File Documentation.

fa)
\ay

(b)

File maintenance, Materials prevared dutim

the System constructlon-;E Aa_;t'u;;iim Stage
are plaad in a project file. Te Progect

r is responsuu.e for the orderly storage
0-;1@3!\!! of its oontents.

PR el L1l

amsd ~a
QIR QR AL

added to the file during this stage. Chapter 3
of this handbook contains information regarding

the documents' contents.
o ADPE Specifications

o Application Software
Documentation
o System Test Plan

o Control, Backup and Security Summary
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User Acceptance Stage

Responsibility Matrix

oy
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Product,/Document §c8 & F P58 @
System Acceptance Report I Cc R I 1
Implementation Pian - c R = c
Conversion Plan - o R - Cc
User Training Plan - R C - -
Post Implementation Review Plan I c R - c
Data Processing Manual - R - Cc
User Manual I c R - -
Operation Manual . - R - o]
System Decision Paper 3 I Cc R A (o]
R = Responsible for Product Preparation
C = Concurrence Required
A = Approve
I = Informed (copy)

Exhibit 1-6
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D. User Acceptance Stage.

(1) Pur

se, Prepare the system for implementation

A e A AL e wte

after it is tested tnorougniy

(2) Objectives

(a)

(b)

(c)

(d)

Complete all required documentation that is
not yet done.

Assure future system changes are well managed
and documented.

Meet the standards of the ADP operations and
maintenance area(s) (system custodians), soO
that system operation can begin.

(3) Activities

(a)

(b)

Date: January 15,

Svstem test. Performed to determine the
acceptability of the system®s functioning an

- Py 'S "N
data to the system users.

User acceptance. Obtain written sign—off by
the User Acceptor. This sign-off indicates
that the functions and data provided by the

svstem meet the users tequirements. The user

a
Q

system implementation date. State how it
affects them, and what they must do for
preparation. The operation organizatlon
concurs on the established implementation
data. The notice will include:

(1) Schedule. Give the date and time for

wLIIRUC LT e

‘System implementation and phased
activities, includlng any parallel

e ]
- Qe = -

operations that are planned.

(ii) Effect. Give a summary of the effects

of the new system, and explain the
differences between the old and new
swabtbama

SYySLTinos
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(iii) cCoordination. Specify what activities
must be completed by the users to
assist in system implementation,
including training system users.

(iv) Contacts. List personnel contacts for
the system.

(d) Prepare software change control procedures.
These procedures will be used after system
acceptance. Software control procedures are
used to: Maintain software integritv;
minimize life cycle software costs; prevent
unnecessary or marginal changes; establish
change priorities; assure prompt action on
changes; document the changes; and control
the release of changed software and
documentation.

(e) Prepare user training material.

(f) Obtain production acceptance. The system is
considered operational and no longer
developmental after production acceptance by
the system's custodians. The custodians will
be responsible ADP management officials, even
if the operation function is performed by
contract personnel. Transferring operctional
responsibility includes:

(i) Production simulation. Operations
personnel, in addition to equipment
and vendor software training, will be
trained to run the applications
system. Before transferring the
operational responsibility, ADP
development and user personnel ensure
that operations personnel can
efficiently and effectively run the
system, including restart, recovery,
and backup. Evaluate the system's
capability, emphasizing actual and
potential problems, and prepare a
recommendation relative to
transferring the system to an
operational mode.

i1y Documentation. Make a documentation
needs assessment. Show the status of
vendor reference and operating
documentation and evaluate the
Operation and User Manuals., Identify

Date:- January 15, 1988 (Release No. 141) Page 50
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deficiencies and make recammendations.

(iii) Contacts. Prepare a list of contacts,
il mnama hama and AfFfice talanhone

QlVing llanie, IRAE @i VLLidlo LTLTpRietit
numbers, alternate personnel, and
auﬂxmiuzhael ADP and user
personnel will use t‘h?se contacts for
menmin cmmm wsmd e manmsl A

PLODLEID Qi Sl YSliviTSe

(iv) Approvals. List the officials required
to approve the product1on initiation,

e ba e A

and obtain their signatures.

W) Implementation date. State the time
and date of the first productlon run,

special conditions, and the personnel
whe ara an ~nall or who will he oresent

WINJ QAT WAL LEdd Wi Winw Weda el

for the start-up.

Prepare operaticn instructions. These

instructions are for running the application

svstem:; personne) should already be trained on
the operation of the equipment, operating
system, per1pheral devices, and non—

-8t o

" application software.

Responsibilities.

(a)

Project ggr'
that all activiti is stage

ocampleted before the svstem goes to Operat1on
Stage, and that documentation in the Project

File is camplete.

User acceptor. Certifies that the application
system performs according to the users
functional and data requirements.

Proiect management camnittee reviews the
report of the project manager, and approves
the implementation of the system.

) Project File Documentation
(a) File maintenance. Materials prepared during

1988

the User Acceptance Stage are placed in a

project file. The Project Manager is

responsible for the orderly storage and
cauﬂogugcﬁ its contents.
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(b) Documents. The following documents will be
added to the file during this stage. Chapt
3 of this handbook contains information
regarding the documents' contents.
o System Acceptance Report
o Implementation Plan
o Conversion Plan
o User Training Plan
o Post impleméntaﬁiaﬁ'Reviéw Plan
o Data Processing Manual
o0 User Manual
o Operations Manual
o System Decision Paper 3
Date: January 15, 1988 (Release No. 141) Page 52
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1.3 Operation and Maintenance Phase. This phase consists of two
stages.

A. Tmolementation Stage.

(1) Purpose. Install the new gystem, converting it fraom

(2) Obiectives.

(c) Implement change control procedures for the
application system and its documentation.

(d) Remove the ADP.development team from its

custodial role with the application.
(3) Activities.

{a) Implement the auplicaum svstem in the
operational environment in accordance with the

impiementation plan.

(b) Verify that all technical, camputer proaram,
data and user documentation orepared in earlier
stages are usable.

(c) Deliver the application system to the
custodianship of the application maintenance
gtaff.

(d) Deliver the application system to the
stewardship (ownershlp) of the functional

manager.

Responsibilities.

—~
o
~

(a) Applications maintenance/operations staff.

(ii) Certifie readv for installation.
(iii) Formally accepts custodianship of the
system, as system operators and
Date: January 15, 1988 (Release No. 141) Page 55
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maintainers.
{(b) Project manager.
(i) Ensures that the system operators and

maintainers are adequately prepared to
perform their work on the system; and

(ii) Initiation of data conversion; and
{(iii) Performing operations training; and
(iv) Assisting with user training; and
(v) Installation of the svstem; and

(vi) Corrects systems problems and
documentation as required; and

(vii) Releases custodianship of the system
to operations and maintenance staff.

(viii) Ensures that the functional manager
: assumes full stewardship

responsibility.
(c) Responsible Functional manager.
(i) Assumes full stewardship (ownership)
role for the application system.
(ii) Instructs the User Acceptor to prepare
the Post Implementation Review and
SDP 4.
(5) project File Documentation. The following
document will be added to the file.
o Application Stewardship Document
{Ssee Chapter 3)

January 15, 1988 (Release No. 141) Page 57




MMSM 376.10
Appendix 2

(continued)
The Application System Life Cvcle
Chapter 1
Maintenance Stage
Reanangibilityv Matrix
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Svstem Decision Paper 4

R = Responsible for Product Preparation
C = Concurrence Required

A = Approve

I = Informed (copy)

Exhibit 1-8
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B. Maintenance Stage.

(1) Purpose. Keep the production system operating in
accordance with user requirements and maintain
system efficiency.

(2)  Objectives.
(a) Use the application system for production;

(b) Maintain and make small modifications to the
system;

(c) Maintain hardware and software performance;

(d) Monitor system cost and resource utilization;
and

(e) Provide feedback for the management review.

(3) Activities. These standards apply to both in-
house and contracted efforts. )

(a) Manage the system operapion;
(b) Monitor the system performance;
(c) Perform post implementation review; and

(d) Maintain and modify the system as necessary,
including

(1) Pure maintenance. Work directed
towards making existing applications
perform as defined in the
specification and design documents.

(ii) Conversion. Changes required by new
hardware, new versions of system
software, new compilers, etc.

(iii) Modifications. Expansions, changes
and new features requested by user.

(iv) Optimization. Work done to make
programs cost less to operate.

(e) Perform follow-up user training as necessary.

(4) Respongibilities
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(a) Responsible functional manager. Overall
accountability tor the stewardship of th
system, including modification plans,
resource accounting, and the post

implementation reviews.

-3
T

-~
T
~—
3
]
.a.

s main
stem's cu stodIans, providing the staff,
s
n

and fac111ties needed for system

Project Pile Documentation.

(a) File maintenance. Materials prepared during

the Malntenance Stage are placed in the
project file. The Functional Manager is
responsible for the orderly storage and

cataloglng of its contents.

(b) Documents. The following documents will be

added to the file. See Chapter 3 for
information about the documents contents

o Post Implementation Review Report

o Svstem Decision Paper 4

Other Documentation. The following documentation

- does not go in the project file, but is maintained

during operation of the system.

(a) Operation and maintenance cost;

o

) Updates for the Departmentwide software
inventory:

(

a

Hardware performance;

(g) Software version releases;

cheduled change (work

LT U UL L weilaiey

A a
irements, includ1ng justification
d

g
o)
Q
D
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(i) Operation manual documentation.

(7) Change Control.

(a) Applicability. All major application systems

must use a change control process. The

process and the changes made by it must be

properly documented.

Changes must be made within the resources
budgeted for the operation and maintenance of
the system. The operation and maintenance
resources requested and allocated are used
only for the continued operation of the
system and to keep it running as designed.
Any major modifications, reconfigurations, or
re-developments require an independent ASLC
project. The activity must be conducted in
accordance with ASLC management standards.

(b) Authorization and acceptance. A procedure
must exist for approval and acceptance of
changes. The process may include a change
control board or an individual who is
responsible for ensuring that all changes
have been properly evaluated. There should
also be a process for making emergency
changes. These emergency changes, however,
are reviewed before they are made permanent.

(c) System access security. The application
system software is to be secured from access
except bv the individuals assigned the
responsibility for control of the production
software. These individuals are responsible
for ensuring that system and applications
being installed in production libraries. The
production system passwords will be

‘restricted to a verv few, and changed
periodically and whenever an employee no
longer has a need for the password. Users,
application programmers, and anyone not

: 4
responsible for installing the software are

not to have application system software
access. Development and testing will not be
done with production programs and files, and
only the personnel responsible for
configuration management will install system
changes. A clear, verifiable audit trail of
all production library changes must be

maintained.
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vV i 1 If a large number of
changes are needed, they are to be logically
grouped, analyzed, made in a change library,
and then tested in a system test
environment. They are to be installed by a
schedule, and all affected organizations are
to know the changes being made in advance so
that comments and adjustments can be made.

| I RN R e smessuse i
T ogically grouped changes will be

1ne .1
assigned change version numbers.

g LildiliY e

Unscheduled changes. When changes must be
made for an emergency. or to meet interface
schedules, the immediacy or timing of these
changes may prevent their being part of a
version release. However, these changes
should be documented separately and included
in the system test of the next version
release to ensure that they properly
interface with the rest of the svstem.

_ 299 |

EPmergency changes will be installed in a

separate phvsical Library, and will not be
moved into a production library until they
have been system tested and accepted.

(a)

(b)

General. An initial reéview audit will be
conducted at a date agreed upon by the
functional management and ADP management

s AlY Naellay

after the svstem is operational. Each system
will be reviewed periodically to determine if
functional requirements are being met and if
reports are valid and are being used.

Review objectives.,

{i) Assure the application supports the
policies and functions that management
has prescribed.

{(ii) Review the controls and audit trails
needed for management, auditor and

(iii) Evaluate the application's efficiency
and economv in operation. Re-examine
the cost/benefits done earlier in
light of this information.



( ntlnqed)

The Application System Life Cycle
Chapter 1

(iv) Assure the application conforms with
applicable legal and regulatory
e 2 oo mame e am waneed mee AEf Elmann~

requirements. A review Of financia
systems must ensure compliance with

genera]lv accepted accounting

1
i

principles.
{v) Insure that documentation is easily

auditing. Data aocumentation is to bhe

[
QULURNALTU Qilu nU e RS E- RSN ]

(vi) Review contingency plans exist for the
degree of off-site storage and

. processing required.

(vii) Audit to see if the system is being
operated in accordance with current

system procéuuzea.

.{(c) Ppost implementation review report. The post

impiementation review report shou report should be an

evaluation addre531nq each of the above areas

and should be submitted to the Project

Management Committee with an information copy
to the Executive Director of the Information
Resources Management Council.

—
o 1
—

Corrective actions. Within 20 work days

after the post implementation review, the
team responsible for the application svstem

P R S, 2 am e Ao

maintenance will submit to the Project
Management Committee a plan that addresses

sdRiiS S TN LVisRsRs TS

actions that will be taken to remedy any ADP
related problems revealed by the review. It

==k

will incliude the time frames by which each

problem will be corrected. Corrective

actions will be taken based on a priority
agreed upon by the user and ADP after the
cost/benefit of the corrections have been

identified.

C. Application Systems Changes and Termination.

(1) Application System Changes. Much of the
. Maintenance Stage involves a repetition

s2 2 2:8lalle o LelytT

(recycling) of prior ASLC phases and stages. The
ADP and the Responsible Functional Manager must
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determine which portions of the ASLC should be
repeated in a particular instance. Guidelines for
ASLC repetition are:

(a) Pure maintenance. From system Construction

and Acquisition Stage through Implementation
Stage.

(b) Conversion. From Svstem Design Stage through
ImpIementation Stage.

A Ficati

M. o
FANINA b b & Ol & W

rom \tion Phase through
ImpIementa ion Stage

=]
o 4
e}
[
(24
e
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Application System Termination. A change in
agency mission can lead to the termination of an
application system's use, when this occurs the

Responsible Functional Manager will assure that
all Project File information is cataloqed and

‘stored, so that it can be accessed in the

future. The ADP Manager responsible for operating
the application will assure that all technical
documentation, © program source code, job control
languaqe, and archived data files are retained
pursuant to the written instructions of the
Responsible Functional Manager. The technical
information will be stored until written
instructions are received from the Responsible

PRy [V PR e
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2.1 Project Teams. All major application system projects will

require two project teams to be formed during the ASLC.
These project teams perform their work sequentially, not
concurrently.

A.

Application Planning Team. This team will be formed to
complete the activities listed as part of the Initiation
Phase. Team members will be from the functional area
sponsoring the automation project, since the work to be
done in this phase focuses upon the functional area's
business needs. A member of the functional area's
management should be Project Manager for the planning
team. This same person should be considered for the
User Acceptor role during the later phases of the

meadamd
| 22% jecc.

ADP Development Team. ™his team will use the work of
the application planners, and complete the activities
that form the Development Phase. Someone experienced in
application system development management should be

Project Manager of this team. S

2.2 Project Initiation. Activities required during the start-up

of either project team are the same.

A.

January 15,

Project Charter Development. A project charter should

be developed prior to the establishment of an
application planning team. This charter serves as a
written understanding between the Project Manager and
the Project Management Committee. Another charter is
prepared for the ADP development project. This charter
is developed specifically for each major application
planning or ADP development team. It sets forth the
scope, objectives, activities, team organization,
responsibilities, and the general methods of
opetatlon. In add1t10n, the lines of authoritv and
accountability are clearly identified. The larger the
project, the more detailed the project charter should
be.

Staffing Project Teams. The project charter defines the

3
organization tor the project teams. After approval of

the project charter by the Project Management Committee,
it will be necessary to review the organization and
determine as accuratelv as possible the specific skills
and quantities of staff that will be needed and
corresponding dates thev should be on board the

“a s (224100 Y QLTS WS ST mats 2Lal

project. Project personnel can include permanent and
short term staff, but all project team members should
work full-time on the project during their assignment
there. The recruitment effort should center on
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.cquiring staff from within the agencvy. Fmplovees
zssigned to the project team should, at the minimum, be
ensured of future placement in a comparable position and
qrade thev held prior to their selection. If
recruitment proves to be a problem, then staff may be
recruited from outside the agency -- either government

or industry.

€. Project Manager. System development work, whether it is
major new svstem work or a small maintenance job, is
project oriented; i.e., it has a definitive start or
initiation point and a goal which, when reached,
terminates the system development activitv. A
particularly useful way of approaching such work is to
appoint a project manager. For large proiects, the
Project Manager is usually assigned responsibility for
only the one project. The Project Manager is
responsible for coordinating the efforts of the many
organizational units and functions. The manager of the
ADP project team should have ADP project management
experience. Responsibilities include:

(1) Coordinate all management and technical aspects of
the AS throughout its phases.

(2) Determine the project team organization based on
user and ADP recommendations.

(3)  Provide detailed work assignments, ensuring that
written tasks exist for all work, and that
measurement criteria exist that define what
constitutes acceptable performance with respect to

each task. Ideally, performance standards should
be developed for each team member.

(4 performance of system planning design and
implementation.

(5) Fnsure conformance with user requirements in the
definition, design, acquisition and construction
stages of the AS development.

(6) schedule and direct formal milestone reviews.

(7 Resolve problems related to all stages.

(8) Oversee preparation of AS test plans and test
reports.

(9) Manage system tests.

(10) Provide documents that must be produced to

Date: January 15, 1988 (Release No. 141) Page 68



MMSM 376.10
ApOenle 2

or
'3
[
3
pbe
3
(3
®

(11) Mee
han

D. Project Management Committee (PMC). The concept of a
Project Manaqement Committee stems from the need to

Secure executlve manaqemem: 1nvo.|.vemem:, reptesentlnq
both the user and information svstems nrnaniyaf1nna- in

directing and controlling the evolution of an

organization's application-systems. The Project

Management Committee acts as a "Board of Directors® for
-3

:
the application system and is responsible for overseein

the development of the life cycle strateqy. plans,
recommending resource levels based on those plans, and
reviewing, monitoring and prioritizing activities for
the project. The rx.ujct.!. Management Committee will
conduct milestone reviews of the project. The Project
Management Committee may choose to exercise more
rigorous control of the largest, most critical
projects. The committee will be formed when the
application planning team is formed, and will continue

to have executlve respon31b111tv unt11 the post-
implementation revieé is completed. The PMC is

responsu:u.e for 1n1t1at1ng agreements betwee
participants when a multi-organization applica

e
1
n a multl zation appl
ha

under consideration. udgeting and cost ¢
be part of these agreements.

(o]
Q

geback will

n
cation is
ar

F. User Acceptor. A kef measure of success for an
appIicaEion system is the degree of user acceptance and
tisfaction with the system. The critical factor in
hieving a high 1eve1 of acceptance and satisfaction is

amam e Aneen) monemam b mha

user .lnvo.l.vemen\: in the Eyaceul ucvc;upmcul. process. The
establishment of a User Acceptor is an organizational

strategy for obtaining user part1c1pation. A User
Acceptor is an individual appointed at the time a system

development effort is initiated. The individual is to
monitor and coordinate, from the user perspective, those

system development projects in a user area. The User

Acceptor interacts with the Project Manager in a

"customer-contractor® relationship during the ADP

project team's tenure, Specific responsibilities of the

User Acceptor include the following:

(1) Participate in Mission Analysis Stage as a team
member, and perhaps as the Project Manager during

the Initiation Phase;

(2) Coordinate with the Project Hanaqer all
requirem for st r

F X -1
mencs
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(4) Review and recommend approval of each phase of the

______ Py |

prOJect as it is completed.

ASLC Project Monitor. ™The ADP orqanization should have

an organizational unit to control all requests for
services and monitor projects. This unit provides
project management and ASLC assistance to project
managers.

ng. The establishment of an accurate
- b

mmbem ool = 2 o 2al +m bha avmmancnfiil saansalneinn nf
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anv proiject. Scheduling should be based on the ASLC
activities and incorporated into project work plan.
Initially, the schedule is one of the more important

Project Schedu
es

tools used to cost the project. During the life of the

project, the schedule will be used as a basis for

measuring progress,

{1 Scheduies deveioped during a project are important
tc the maragement of the proiect. The budget;

used to determine allocations of funds, is'iarqely
derived from the schedule. Resource allocation
also uses the schedule as important input. The

:
schedule established in the work plan is the

primary measuring stick in doing progress
reporting. Clearly the most accurate possible
schedule 13 1mportant to the successful completxon

OI tne pKUJEb Lo

(2) Bottom-up project scheduling approaches break a
project into its component tasks, determine the

time requirements for each and sum theé COmWpOnents
to determine an estimated completion date for the

e &= SSS NS STY SRR LTEaYI Bes VL

project. As it is generally easier to make more
accurate estimates of smaller work units, the
bottom-up approaches are generallv more accurate

than the top-down. The most common bottom-up

approaches are:

T3 r
LJ.J.GSL?.&LLﬁg whi

simultaneously,

(a) Gantt charts. This me
ch job

(b) PERT charts. PFR* is good for illustrating

sl Py T P P ey ool alan

wne IQ.LECLUHSULP DGCWBEH tasKks. J.l. aLdv
shows which sequence of tasks will take the

lonaest and therefore is the constraining
factor on project completion.
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(c) Critical path method. CPM is similar to PERT
except that in a CPM diagram the tasks are
boxes instead of lines.

(d) Automated methods. Various software packages
exist to assist i1n scheduling verv large
projects. Most use some variation of PERT or
CPM. This is stronglv recommended for major
application projects.

Estimating Staff Requirements. Estimating project human

resource requirements 1s a four step process as
discussed here.

(1)

(2)

(3)

Understanding the Scope of the Svstem. A
comprehensive understanding of the scope of the
system minimizes the likelihood of forgetting
tasks or misunderstanding the complexity of the
system. In general, the estimator should be an
individual close to the source of the work. This
means that the individuals responsible for each
task to be performed should develop their own
estimates and provide these estimates to the
project manager. 1In this way they will feel a
greater sense of responsibility for holding close
to their estimates during execution.

Pro;ect masking. Identify1ng the tasks to be
performed by the team should be accomplished prior
to attempting to estimate. Depending on the stage
in the development process for which the estimate
is being prepared, the identification of tasks may

be accomplished by extraction and refinement of
larger units of work A definitive list of tasks

Qi g UMild 0@ Wi WWLNne 1 UL aelisavave aw e Vi wROSHO

to be estimated is a prerequisite to estimating
the cost of a stage. Any precedential
relationships among the tasks should be well
understood before beginning. Tasking for a stage
will be done during the preceding stage to assure

valid cost figures are used in SDP's.

Use of an automated project scheduling system will
help determine the impact of a change to one task
upon the entire project's resources.

Estimate Time Required. Once the tasks for a

stage have been identified and documented, the
amount of time for each task will be estimated.
This job should be done on a task by task basis,
keeping in mind the quantity and experience levels

1988 (Release No. 141) Page 71



MMSM 376.10
Appendix 2

1\

{continuedj

Project Management, Reporting and Control

Chapter 2
f the staff assigned to a task.

(4) Review Estimates. Automated project schedu11ng
systems will tacilitate production of initial

nrninnb araffina reports and allAaw a rannlar
rﬁch G!-ﬂl-l-l-lls EUL bg, GAiand @AWW L= LG‘,“-&“&

review of the intitial staffing projections
throughout the life cycle. Accurate estimates are
most likely when the estimated time required to

comnlara a ananifisn Ftack 1e raviawad wibth +ha
vvll‘y-‘c - (=] ch\r&b & RO N i <9 AV ViuWeN W oh Wil wiise

person/s actually doing the work. As the project
advances through the life cycle, this method of
time estimate reviews is likely to result in
increasinglv accurate estimates. These reviews
should be scheduled by the Project Manager as
tasks are produced.

2 Phoratam
) rfOjec
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Both types of project teams, planning and ADP development,
will provide reports to designated authorities at each of
the project milestones. The Project Manager will keep a
copy of all milestone reports and the decisions of
resoponsible authorities, and assure they are avallable

throughout the svstem life cvycle.

A. Milestone O Reporting. Milestone O occurs after Mission
Analvsis Stage and prior to Concept Development Stage
during Initiation Phase. The Application Planning Team

is responsible for meeting these reporting requirements.

(1) FMission Need Statement (MNS) Preparation.

(a) Purpose. Describe a mission need, justify
the exploration of alternative solutions and
identify estimated costs associated with this
action to the decision-makers.

(b) Discussion.
(i) The MNS is the reporting document upon
which the Milestone 0 decision is
based, It identifies and defines:

o A specific need within a mission
area.

o The relative priority of the need
within the mission area.

o The factor(s) causing the need.

o The date when the need must be
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(ii)

(iii)

(c) Procedures.

(1)

(iiy

(iii)

(iv)

Chapter 2

addressed or new capability must
be implemented.

o The general magnitude of resources
which the functional sponsor is
required to invest to fill the
need.

o The effect upon mission
performance if no action is taken.

A MNS is required for each projected

major applxcaclon system (AS).

The need identified in a MNS is‘
defined as natrowly as possible using
terms used in the functional areas

fanm
with the need. Though the scope of the

need identified in the MNS is narrowly
defined, solutions to the problem are
not specified. Alternative concepts
and associated risks are evaluated
during the Concept Development Phase

PSR %2 et Wwisw e LU

prior to Milestone 1.

-

Preparer. The MNS should be prepared

y the Application Planning Team's
project manager. The MNS should be
written in functional terms, without
any attempt use ADP terms or to
specify ADP solutions.

Length. The MNS should not exceed six
pagdes in length.

Approval. The MNS is approved by the
Project Management Committee. The
Project Management Committee will
validate the need and certify the
intent to provide program funding
prior to each milestone decision. The
Project Manager will coordinate review
of the MNS by the IRMRC.

Duplication. The User Acceptor,
responsible functional manager and the

________ Pommibban shAanlAd

rK.UJ('.'(.—L ﬂunagemeuu Committee shoulad
review the MNS to determine if other
similar AS's are in existence which
could satisfy the user's
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requirements. A copy of each approved
MNS will he forwarded to the IRMRC for
their review.

{v) Priority. The responsible functional

manager should specify the relative
priority of this project to other

approved projects under his
sponsorship within the mission area in

the MNS approval document.

(2) Appendices. Extract the following documents from
your Project File and attach them as appendices:

{
\

Ill
N
Q
n
(ad
@
1]
3
1)
()
[P
(sl

(d) Organization Model.

B. Milestone 1 Reporting. The Application Planning Team is
responsible for meeting these reporting requirements.
Milestone 1 occurs after Concept Development Phase and
prior to System Analysis Stage. -

(1) Reportinag Process. A system decision paper (SDP)

will be prepared and reviewed with the responsible
functional manager. Address the continued

validity of the MNS which was the basis for
initiatinag the nroiect in the "Querview"

clivaMwaily waT MLV Tw Ly A wasT

paragraph of the SDP. If the MNS has changed
since the previous milestone, attach a copy of the

revised MNS. Along with the revised MNS, describe

any changes to the previously approved MNS, and

reasons for change. All changes will be approved
by the Project Management Committee along with the
recertification of intent to program funds and
revalidation of the mission need. Do not expand
the level of detail approved in the MNS unless

specifically directed to do so.

- ~ o = 2133 R . gy

System Decision Paper 1 (SDP1) Preparation.

N
~

(a) Purpose. (oncisely present primary project
Issues and recommendations to the resvonsible
thorities and obtain authoritv to begin

eve; ping an ADP system.

(b) Discussion. SDPl is a management summarv of
the project, as well as a decision paper for

3
Coilikal
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ndices.

Chapter 2

Milestone 1 decisions. It references each of
the detailed documents prepared and clearly
defines management issues and recommends
solutions. Conflicting viewpoints are

summar ized and documented. Documentation of
management decisions occurring during the

course Gf the prcject l‘fa ahnn":ﬂ he kapt

with SDP1 in the project file.

Procedures. SDPl is prepared, coordinated,

mishmibbad her 2ha Dradamé Manamar +na +ha

Project Management Committee for review and
approval.

TEY
t1) Ear.y COOr n The :rOjeCt

11
Manager 18 strongly encouraged to
communicate regularlv with the Project
Management Committee early so that
questions and/or concerns can be
resolved prior to the formal review.
The Project Charter will clearly
describe the relatiOnship between the

___________ s

. Project Manager and the PMC.

Rriefing. The Project Manager should
brief the Progect Manaqement Commlttee
fédafulng SDP1 at this mi
committee will vote for o

s

development of the propo
application system.

o~
[
[s
'8
-~

o Miles one 1 - SDP1 should not
12 pages in length,

1g appendices.

Extract the following documents from

your project file to be submitted as appendices to

SDP 1

(a)
Ih)
\&
(c)
1A\
\4y

(e)

1€
A\
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C. Milestone 2 Re
System Design Stage and
and Acquisition Stage.

Chapter 2

e A mmamen o afbar

Milestone 2 occurs atfter t
before the System Construct
The ADP project team is

rting.

lle
i

on

responsible for meeting these reporting requirements.

{1)

(2)

January 15,

Reporting Process. SDP2 will be prepared and
rev{ewea with the Project Management Committee.
The continued validity of the MNS which was the
basis for initiating the project will be addressed

in the "Overview" paragraph of SDP2. 1If the MNS

has changed since the previous milestone, attach a
copy of the revised MNS. Also, describe any
chanaes to the previously approved MNS, and the
reasons for change. All changes will be approved
by Project Management Committee, along with the
recertification of intent to program funds and
revalidation of the mission need. DO not expand
the level of detail approved in the MNS unless
specifically directed to do so. If changes in the
project scope are significant, re-entering the
life cycle process beginning with the mission

nlalabs i
initiation must be considered.

analysis/project

System Decision Paper 2 (SDP2) Preparation.

- né mrimare nrn"loﬂt

Purpose. Concisely present primary projec

~Tssues and recommendations to the Project
Management Committee, so that they can decide
whether to proceed with the system's

construction.

{a)

(b) Procedures. SDP2 is prepared, coordinated,

and submitted by the Project Manager to the
Project Management Committee for
approval.

(i) Early coordination. The Project
Manager 1s strongly encouraaed to
start communicating with the committee
early so that questions and/or
concerns can be resolved prior to the

formal review.

- mers mee

review and

(ii) Updating. When updating prior SDPs,
changes have not occurred under

certain entries, submit the prior SDP
and mark "no change as of "

(iii) Briefing. Brief the committee on the
recommendations in SDP2. Thev will
vote to approve or denv construction
of the application system.
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(iv)  Length

o Milestone 2 - The SDP should not
exceed 20 pages in length,
excluding appendices.

(3) Appendices. The following should be extracted
Trom vour project file, and included in the

appendices of SDP 2.

(a) Cost/benefit analvsis {(Revision).

(b) Data communications requirements.

(c) Data processing eguipment requirements.

(d) Revised life cvcle strategy.

D. Milestone 3 Reggrting. Milestone 3 occurs after the

Development Phase and prior to placing the AS in
operation. The ADP project team is responsible for
meeting these reporting requirements.

(1) Reporting Process. A system decision paper will
be prepared and reviewed with the Project
Management Committee. The MNS should be reviewed
to assure its continued validity, and the results
of this review recorded in the *Oyerview" section
of the SDP. The committee will decide whether or
not to proceed with system implementation.

o3

(2) System Decision Paper 3 Preparat

~
(&

e

(a) Purpose. Present primary project issues and
Tecommendations to the Project Management
Committee, so that they can decide whether o

Laasi L

not to proceed with system implementation.

(b) Procedures. SDP3 is prepared, coordinated,
and submitted by the Project Manager to the
pProject Management Committee for review and

Project Mana

approval.

(i) Farly Coordination. The Project
Manager 1s strongly encouraged to
start communicating with the committee
early so that questions and/or
concerns can be resolved prior to the

formal review,

[w

(ii) Updating. When updating SDPs, if
changes have not occurred under
MNat+oe. Tarmiinrvrer
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e 3 -~ SDP 3 shoul
20 pages in length
ng appendices,

{c) Implementation plan.

(d) Conversion plan.

(e}y User Training bian.

(f) Post implementation review plan.

{(g) System acceptance report.

E. Milestone 4 Reporting. Milestone 4 occurs after the AS
has been put in operation. The User Acceptor and the
functional manager are responsible for meeting these
reporting requirements.

-(1) Reporting Process. A system decision paper will
Be vreoared and rev1ewed with the Project
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at the same time.

(2) system Decision Paper 4 Preparation.

(a) Purpose. Present primarv project issues and

reébmmendations to the Project Management
Committee, so that the effectiveness of the

operational system can be reviewed.

[
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(b) Procedures. SDP4 is prepared, coordinated,
and submitted by the User Acceptor to the
Project Management Committee for review and

annrouval
approval.

(i) Early coordination. The User Acceptor
is strongly encouraged to start
communicating with the committee earlv
so that questions and/or concerns can
be resolved prior to the formal review
cycle.

(ii) Updating. When updating prior ADPs,
changes have not occurred under
certain entries, submit the pr1or SDP

nd mawvlh Weun ahanaa aeo Af

ﬂllu MaL N UV viilQUuiYye ao VL .

(iii) Briefing. The User Acceptor will
brief tg committee on the results of
Shae Damé Tommlamanbadbdan Dawd acs
LT FUdDL Fs uy.l.cmcu LGLLUII NRNTViITW,

(iv) Length.

o Milestone 4 - SDP 4 should not
exceed 20 pages in length,

(3) Appendices. Extract the following document from
tEe project file, and submit as an appendix to
SDP 4:

(a) Post implementation review report.

Management Oversight of Projects.

Management oversight and control of both types of project
teams is an important contributor to the successful
management of application system development. There are two

bodies that directly review and exercise management control

(S48 09§ iR Lirivwway v WRIU TAVEWILIOUT uMRiMETIMTil e wwii Wl wa

of the application development and acquisition process.

A. Project Management Committee. The PMC will review the
reports of the Project Manager at each milestone and
make a go/no go decision with regard to the next stage
of the life cycle. See Section 2.5 of this chapter for
a milestone review checklist to be used by the PMC. See

o
Section 2.2.D of this chapter for more information about

the PMC.

B. IRMRC. This departmental executive committee has been



convened by the Under Secretary. Composed of the Under
Secretary and representatives of the Bureaus, this group
reviews the progress of major application system
projects.

As soon as a determination is made that a major
application system is to be considered, the IRMRC
Executive Director (Director, PIR) will be advised in
writing by the responsible functional manager. The
Executive Director will inform the functional manager of
the reporting requirements of the IRMRC.

Milestone Review Checklist. The checklist is a list of

criteria to be applied by the Project Management Committee
at each milestone. It is intended as a quide to help

okl A ATS Wl asrwwismws Qo Q4 HLeiUUT LY IS W

Project Managers and others prepare for milestone review
activities. The checklist is not all inclusive; it lists
typical crlteria that have been applied in the past and that

ala
are relevant to a broad range of a?pliCat;Ca"‘ systems, All

-of the criteria may not be applicable to every application
system,

(L) The need described in the MNS is a valid concern,
mission related, and worth solving.

(2) The MNS describes a mis=ion need in mission terms,
not a set of hardware and software.

(3) Existing constraints that affect the abiliity of
the agency to meet the mission need have been

clearly identified and described.

(4) The resources required for Concept Development
Stage are reasonable. ;

(S) The schedule proposed is achievable.

-
-2
~r

-

(2) A Project Manager has been appointed and
chartered, and necessary staffing approved.

(3) The alternative design concepts adequately address
solving the mission deficiency or problem.
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(4)
(S)

(6)
(N

(8)

(10)
(11)

(12)

13)

(14).

(15)
(16)

Chapter 2

The functional objectives have been prioritized.

The general mission functional requirements,

developed and validated.
The reasonable alternatives were considered.

The projected resource investment for the selected
alternatives has been estimated and is consistent
with the stated constraints.

Use of available and existing automated systems
has been adequately considered.

_____________ L P

have been

Standardization and interoperabilityv requirements
have been adequately considered.

Risks and problem areas have been jidentified and
adequately treated in the planning.

Strategies to facilitate the transition from the
current functional system, whether automated or
not, to any of the alternative systems to be
explored have been described.

A life cycle strategy has been completed.
Areas involving new technology, unstable
requirements, and fund availability have been
identified and assessed.

A cost/benefit analvsis has been prepared.

System, data and data communications architectures
have been prepared.

C. Milestone 2.

(1)

(2)

(3)

(4)

The mission need is reaffirmed.

The functional svstem design has been validated
and the baseline for the functional system has
been established.

The data base design has been validated and
documented in a data dictionarv/directorv svstem.

Specifications for hardware, software, firmware,
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{5)

(6)

(7)
(8)

(9)

(14)
(15)

(16)

(17)
(18)

(19)

January 15,

and data base have been developed.

Plans for logistics support, security protection,
training, operational test and evaluation,
configuration management, organizational
relationships, development, acquisition, and
maintenance support have been updated (this is the
remainder of the life cycle management strategy).

Risk analysis to reflect that total system
development has been reassessed.

The cost/benefit analysis has been updated.

Acquisition plans to obtain the required ADPE and
other resources are finalized.

Planned computer resources will meet stated
operational needs.

Puture changes to hardware, software, firmware and
data bases can be accommodated without system
redesign.

Interface and interoperability requirements can be

meto «
Trade-off between hardware, software, firmware and
manual procedures have been made.

If parallel development efforts will be used,
control mechanisms are estahlished.

Contractor versus Government develooment issues
have been resolved.

Planning for preparation of test and evaluation
plan is adequate.

Test data are representative of the total range of
data and conditions that the system might
encounter.

Test data meet appropriate pass/fail criteria
relevant to regulatory constraints.

Testing will clearly identify whether deficiencies
are software or hardware related.

Preliminary plans adequatelv describe a concept

for training, logistical support, organizational
relationships, post-implementation supvort and
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operation of an automated svstem

.
The acquisition strategy effectivelv inteqgrates

the technical, business and management elements of
the project and supports the achievement of
project goals and objectives.

aces with other svstems have been adequately
ied and defined.

(5)

(6)

(7

(8)

o~
0
g

—~
(=]
o
—

(11)

-
[
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(13)

Date: January 15, 1988 (Rele

"standardization and interoperabilitv requirements

have been satisfied.

System support documentation has been developed.
This includes maintenance manuals, user manuals,
and operation manuals. Automated computer system

P P NPy Ry iy PN
aocumentation can be su or maintenance

Unit and system(s) leve] test and evaluation
results support a decision to proceed with
application svstem installation.

Change control) procedures for use after
impiementation are complete, and include updates
of computer program and data documentation.

The User Acceptor has ~onfirmed that the developed
system satisfies the cesign and functional

requirements.

Life cycle schedule, cost and budget estimates are
realistic and acceptable.

Trade-offs have been made to balance cost,
schedule and performance effectively.

The end products of development are controlled as
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(14)

(15)

(16)

(17)

(18)

(21)

Chapter 2

configured items.

Mission planning and budgeting supports the
acquisition strategy and provides flexibility for
delivery dates and quantities when options are
used.

Issues concerning delivery, quality assurance and
facilities are identified and satisfactorily
resolved.

The project management structure and plan are
sound and adequately supported.

Planning for implementation is adequate including
manpower and training, documentation, logictics
readiness, operational considerations, security,
and integration with existing operational systems.
System deficiencies revealed in testing have been
satisfactorily resolved. Deficiencies not
resolved have been scheduled for a later version

or release of the system,

Maintenance suppor£ facilities are readv fo
operation. ‘

Plans for anticipated system improvements have

been established.

ADPE acquisition is on schedule.

F. Milestone 4.

(1)
(2)

(3)

(4)
(5)
(6)
(7

January 15,

The mission need is reaffirmed.

All changes to the system are accounted for in the
change control system, and computer program and
data documentation are being kept up-to-date.

System operates effectively and efficiently, in
all respects.

the Cost/Benefit Analysis is updated.

System is essential to the function supported.
The system's operation is adequately funded.

System security measures are effective.
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(9)

(10)

(11)

January 15,

Chapter 2

Training, logistic support, organizational
relationships, post-implementation support and
Ooperations are adegquate for the system.

ADPE is not saturated, or plans for eliminating
saturations have been developed.

The Application Stewardship Document has been
signed by the responsible functional manaager,
relieving the project manager of stewardship of
the application system.

Change control processes are being used and result
in an auditable audit trail for all application
system changes.
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Chapter 3

rea dULLIIg the life "‘"‘1‘ of a ma101’ aDDl

system. While the substance of all the documents described

in this chapter needs to be covered by each applicat1on
development project, many of

eed la
Wi tLil

These documents are marked with an asterisk (*) below.

with

A,

the prescribed title and information.

Initiation Phase Documents.

»

* % A

»

January 15,

Project Request

Mission Analysis Methodology
Cost/Benefit Analysis
Project Charter
0rgan1zat10n Model

Mission Process Model
Information Model

Mission Need Statement

System Objectives

Application System Archi
Data Architecture

faaLiia ST

Data Communications Architecture
System Life Cycle Strategy

System Milestone Dates
System Life Cycle Resgggges E

-]

evised Cost/Beneflt

Revised Mission Need Statement
System Decision Paper 1

l—‘

<

n

[
wm
5
o
(ng
13
(7]

Development Phase Documents

Current System Description

Detailed Functional Requirements

Data Requirements

Design Proposal

Detailed Cost/Benefits Ana
a

valT DSvallSTH

ivsis
b4
System Decision Paper 2

ADPE Specifications
Application Software Document

System Test Plan

System Acceptance Report
Implementation Plan
Conversion Plan

PTem o
User Training Plan

Post Implementation Review Plan
Data Processing Manual

User Manual

Control, Backup and Security Summary
Operations Manual

Ob
=]
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System Decision Paper 3

~ N e e o d e = A - P -
C. Operation and Maintena

Application Stewardship Document
Post Implementation Review Report

System Decision Paper 4
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January 15,

Initiation Stage Documents.

- 'Sy
roject Request.

{1) Proje ue mhis document is prepared by
the Eunctfonai manager who is initiating the

request for an automated system. The document
will be no more than 5 pages in length.

(a) Requestor's name and position
(b) Need statement
(c) Need impact or cost

Q) Mission(s) impacted

(e) Organizational units impacted
(£) Location, identity and size of the
organizations Impacted

(g9)

(2) Mission Analysis Methodology Descrip€ion.
document, designe y the Project Manager,

describes the mission analysis methodology used
to produce the required initiation phase

Ry

Description of the work to be automated.

This

(3) Cost/Benefit Analysis. The initial cost/benefit
analysis 1s a valuable tool when deciding whether
the costs of Concept Development Stage are

justified. Since it is limited to quantifiables,

it should not be over-emphasized in developing a

recommendation at this stage.

{a) costs

. (New versus current system)

Non-recurring costs. Include non-
Tecurring costs (capital and
other), such as studies, personnel
training, site modifications,
supplies and security

procedures. Total the non-=
recurring costs for each system.
(ii) Recurring costs. I
recurring costs sucC
maintenance, gtilit

communications and personnel.
Total the recurring costs for each

. data
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January 15,

Cvcle Management Documents

(iii) Total annual cost. Total the non-
recurring and recurring cost
subtotale for each system

DU W A

(iv) System life cost. Calculate the
total cost over the system life by

summing the total costs for all

years of the system life for both
the existing and new systems.

°~
o
(1]

N E]
rHh
feite
(2l
/)]

(i) Annual tangible
the quantifiabl
1lif
ar

year of the

s W i

the benefits

(ii)

tha +FAakal
LT LULal vUTiic

the life cycle.

(c) Pazback Egrib&.
h

System life benefit
Fie

Calculate the vear and

month in .which the sum (in current dollars)
of benefits first exceeds the sum of the
costs.
{(a) Intangibie benefits. Intangible benefits
must be evaluated to decide whether the
1 List

Project Charter. Designed and prepared by the
responsible functional manager.

Organization Model. This product documents the
orqanizatlonal units 1moacted by the proposed
application system. 1Its exact contents will vary
depending upon the mission analysis methodology
nead

Mission Processes Model. This document describes

the primarv processes required to support the

mission and includes, or expands on, the

processes by building a model showing functional
processes by organizational unit.

Iinformation Model. This document charts the
1988 (Release No. 141) Page 92
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information currently required to support the
business processes and lists deficiencies to be

_______________ Py B avmaldi~

corrected. It cross-refers the information
required to perform business processes with

orgsai;;tions._—it shows validation of the
information preSented with business functional

manaqement and business users.

Mission Need Statement (MNS).

(a) Mission area.

(i) Identify the mission areaf(s)
addressed in the MNS. A need may
be common to more than one mission

;
area. When this occurs, identify

all mission areas.

(ii) Describe current functional
otganization and operatiocnal
environment.

(iii) Identify the lead orqanization for

* the application project, and
include the reasons for selecting
that organization as the 1ead.

(b) Migssion need.

(i) Describe the scope and nature of
the mission deficiency. Avoid
describing the specific
characteristics or capabilities of
a set of hardware or an automated
system. Keep descriptions in the
business terminologv used in the

functional area being described.

(ii) Summarize the need in terms of the
job to be done and the mission
results or outcomes to be
achiaved, Nearrihe the henefits

Mwisaw Ve v e weee MRl a aTR

to mission effectiveness.
Remember, a MNS describes a
deficiency or need, not a

anlun+inn
AL L XA 4R
————

(c) Existing and planned capabilities.
Describe existing or currently planned and
&k-
“ild O

mmams mmmemad camald Tdbhdan ba mawvEas
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Fvaluate the ability

o » Of
w40 HJI;

a
c

(i)

(ii)

——~
pobe
pede
[

AT

~—r

D)

Coancatra i“

ceongcral

se

current and planned capabilities to
omplish the mission need.
lu
to

Base the

Deficiency in existing
capabilities, e.q., excessive
manpower, logistic support
requirements, 1nadequate system
readiness and/or mission

~fa
periormance.

Obsolescence of equipment or
software.

Detail the short and long term
effects of not developing a new
system. .

nts. Identify conditions that

constrain accomplishment of the mission

need,

4
\

e
-

(

(oY
[
~

(v)

(vi)

(vii)

Date:
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such as:

miming of the need

(1]
bod

we

Relat1ve priority w1th1n the
mission. area;

Limits on investment or recurring
costs that can/w111 be placed on
the alternative solutions

evaluated;

Policy or organizational
constraints placed on the

identification and selection of

alternatives to be considered;

Intraagency, interagency, Federal,

international standardization

and/or interoperability
requirements;

Potentially critical
interdevendencies or interfaces
with other systems, new technology
or development programs;

Logistic and manpower
considerations; and

Page 94
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(viii) Security and survivability or
wartime considerations.

B. Concept Development Stage Documents.

(1) System Obijectives. List the major system
performance objectives, such as:

(a) Reduced personnel and equipment costs;

(b) Increased processing speed (reduced
turnaround time);
(c) Increased productivity;

—~
Q
~

Improved management information services;

ver automated decigion-

(]
~—
-
3
3
1
2
nd
(13

l1s o
and

(£) Compliance with laws and regulations.

(2) Application gvsten Architecture. This document
Is an application systems oriented process model
showing the sub-systems required to support the
misgsions described in the mission analysis. 1If a
broad area is described, the application svstem
may be divided into multiple project modules, not
one large project. Bach sub-system encompasses
processes logically grouped to support major
parts of a mission.

(3) Data Architecture. - This document is a data-
oriented model sEowing how data should be
organized for maximum accessibility to mission
processes. A well done data architecture is the
key to data sharing, as well as system and data
base integration. It is a blue print for data

base design.

(4) Data Communications Architecture. This document
provides a ueprint of the data communications
strategy being prescribed in vour preferred life
cycle strategy. It will describe what data is

neaded at+ earh location fn be served hv an

BUGTUC U @MV vHuwid avwikwaeawss - Vvel

. architecture.

(5) System Life Cvcle Strategy. Develop a strategy
for fulfilling system osgectives that address
such issues as:

(a) In~-house or contract support (OMB Circulars
A-76, Policies for Acquiring Commercial or
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(b) Immediate vs long~-range needs and planning;
(c) Centralized vs decentralized processing;

(d) A comprehensi system or a partial, less

{e) Conventional, full-scale development; a
pilot installation; or prototype.

(6) System Milestone Dates. Give an estimated
completion date for each of the project .
milestones. Also, show the projected elimination
date for the new system. That is to say, plan
for its removal from service or replacement date.

(7) System Life Cvcle Resources Estimate. Estimate
the resources required tor each phase of the life
cycle for the proposed strategy. The resources

include personnel and costs (for contracts,
equipment, etc.). Like the existing system
resource estimates, these figures need be only

....... PRy, N P- PN x
accurate enough to determine whether the strategy

should be pursued to the next phase. Unlike the
mission analysis, these estimates apply to a
specific strategy.

(a) Alterna strategies. In addition to the

recommended Tife cycle strategy, o V
identifiable alternatives must be
evaluated. The advantages and

disadvantages of each are to be stated,; and
the reasons for not recommending them
given. Be succinct.

{b) Interim measures. Assess the immediacy of
needs and how they can be met and
incorporated into the final svstem.

{c) Impacts of project redirection. Evaluate
the impacts of project redirection or
termination at each phase. Show the effect
on the mission, the effort required to
return to the previous system, and the
impact on related activities,

(8) Cost/Benefit. Revise the figures done in the
Mission Analysis Stage, using the new figures

developed here. 1Is development of the
10 1000 { Al Aa=~cn —~ 1T A1) [ Ve o -~
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application cost justified®

(9) Revised MNS

-
e ————————

Make any changes needed to the
he revis

original MnNS, and retain a copy of the revised
version.

(10) Svstem Decision PaEEr 1. T™his is a decision
ocument that w elp the Project Management
Committee to determine whether to approve

e e w
development of an application system.

(a) Overview., Address the continued validity.
of the MNS and briefly describe the need

€nv anmd fiimmsrinne hf the overall gvstem-

AV/L QLU LUl LAV Y wasSlas =7

Include kevy objectives, assumptions, and
constraints. Attach a copy of any revised
HNS.

v
R4

Alternatives. Summarize system
alternatives considered, the alternative
selected, and the reason for the
selection. Major costs, benefits, savings
and risks for each feasible alternative
should be presented in summary form.

(c) Schedule of events. Summarlze major events
and actions accomplished in the previous
phase and projected for the next phases to
include estimated start and completion
dates. 1Include dates for critical

milestone and acguisition events.

d) Resources. Summarize resources (personnel
and funding) expended to date, resources
needed for the next phase, and projected
resources needed for the remainder of the

P R I - vnon v A § mravida a

sysSwem ' s life. As an appenGgix, provice a
copy of the budget exhibits from vour
ptoject file.

(e) Acquisition strategy. Summarize the
proposed acquisition strategy for each
element of the project, including software,
ADP equipment, data communications, and
services., Identify the proposed source,

in-house or contract, and cost for each
element.

(£) Data communications. Summarize the data
communications network concept for the
selected automation alternative. As an
appendix, provide the data communications
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section from your project file.

(q) Problem areas. Identify problem areas to
date or pro;ected ptoblem areas that may
impact accomplishment of objectives.
Examples include inadequate resources,
milestone slippages, contractual
difficulties, etc. 1Identify what actions

have been taken or will be taken to correct
the pr Ul.u.clll areas.

(h) Preliminary risk assessment. Identify

threats to the continuation of an automat

o A e | T $ - :
vstem, the financial impacts of these

s
threats, and recommend cost effective

safeguards. Recommendation of a bhack-up
plan is one response to risks.

rnnfllctina v1ewoo1nts. Based on up-front

—~
e
~—

communications authority and ADP management
summarize any conflicting v1ewpo1nts and
show the rationale for their rejection or

tell how they were resolved.

() Approvals. 1Identify what guidance is
needed from the responsible authorities and
what specific approvals are being requested
relative to the SDP. Express in terms

== 2 e A —nessamaa

consistent with permission to proceed to
the next milestone and AS development

/modification/revision approval, ADP
equipement acqulsltxon approval, and ADP

.!

- Ly -

services approval. Explain

impact if the sDP i

n

a2
’.1
...-.
o]

3.2 Development Phase Documents.

) Current System Dgsctiption Document.

(a) Mission summarv. Describe the missions
supported by the current system.

{b) Functional and data summary. Identi
brietly describe the functions and &
the current system. 1Indicate those
functions and data structures to be
absorbed by a new system. This is a
general description. If no current system

cri
exists, explain the reasons for the new
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functions. A data dictionary/directory

containing the data in the current system
will be c-eated. Please note that the

current system may be manual or automated.

Responsibilities. List the organizations
responsible for the various functions of
the existing system and include the number,
grade, and series of the personnel, and the
percentage of time spent on the system,

Equipment. List equipment used by the
exIst?ng system and indicate the portion of

time or resource of that equipment
dedicated to the existing system.

Inputs/outputs. Describe inputs and
outputs, including forms, data elements,
media, geograpnical location, seguences,
distribution, volumes, frequency, retention
and accuracy requirements for the existing

system.

T.iet the sedcuence

Deornmaced v .
Processing procedures., List the se guence

of processing events for the current
system; personnel responsibility; backup,
restart and recovery capability;
calculations and manipulations; and
equipment used. Provide processing and/or
hierarchical charts. Describe both manual
and those automiated processes, and give a
distribution of the effort and resources

required for each.

Control, Backup, Security Summary.
Document the features in the current system
that provide effective controls over work

routines, data handling, security and
backup.

Cost. Present a cost analysis that shows
the system cost for current functions and
for those that would still be required.
Show costs for equipment, personnel, etc.,
and show costs by functions.

Deficiencies and limitations. Explain why
the exlsting system can not meet the
requirements proposed or why it is
inefficient in doing so. 1Include

information concerning laws/regulations or

policies not met by the current system, and
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Application Systems Life Cycle Management Documents

Chapter 3
indicate why the current system can't meet
current requirements,

(2) Detailed Punctional Reqnire-ents Document.

(a) performance obiectives. State the reasons
for the system; specifically, what it will
accomplish in relation to the mission.

This information should be derived from the
objectives listed during concept

development stage.

(b) - System functional descrlpt1on. Identify
and briefly describe each major functional
entity that is needed. This list will be
expanded to identify specific functional
requirements and system design
specifications. 1If expetimentat1on or
prototyping are to be done, explain the
potential benefit. Justify all activities

which can not be analyzed.

(c) Inguts/outguts. Explain and show examples
Oof the data inputs. Specify the format,
range of values, accuracy, volumes and
sources, and develop data input edit
criteria where requirements are definite.

all I/0 requirements must be sufficiently

defined to permit development of a system

design proposal. Provide examples and
explanations of the data outputs required
of the system. Include descriptlons or

examples of hard copy reports (routine,
situational and excention) as well as

AvURLCLViIELE @IV TaweppLaisie

graphic or display reports and formats,
volumes, distribution, etc., where
available. If unknown, I/0 requirements
are developed during the next stage.

(d) Functional task. Show tasks (detailed
processes) and data manipulat1ons,
including formulas, mathematical processes,
source of input, transfer of output,
retention criteria, and interfaces with

other functinal tasks and data.

(e) Data characteristics. Describe individual
and composite data elements, their related
coded representations (if already known),
as well as relevant dictionaries, and
complete a logical data model.

T
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Chapter 3

- Accuracy. Mat
n.

transmissio

- validation. Approach to be taken; this

will not include the details of an
a ce and validation test,

Ai\a Vs aud@aw - -s

- Timing. Response, processing, data
Erans%er and transmission throughout.

- Plexibility. For changes in modes of
operation, environment, interfaces,
accuracy and validation, and

enhancements.

Interfaces. Reference any existing systems
that must be interfaced; include hardware,
data communications, and processing
requirements mandated by either manual or
automated systems. Indicate the reason for
the interface and any options for
compliance.

Failure contingencies. Describe and
Justify fallure backup requirements. (i.e.
backup must be available within 24 hours to
meet payroll).

Control, backu gecurity. Specify the
control security, backup, audit and privacy
requirements to protect the applications
software, the data files, and their

access, State all requirements for system
access control and auditing, including
change monitoring and physical site
security.

Data Requirements Document. This document gives

a description of the detailed data requirements
of the system,

January 15,

Subject data needed. Summarize the subject
areas about whic ata will be stored.

Data entities. Describe the data entities
and their attributes by subject area. Many
data entities will be used in more than one
subject area. Also, identify any data in
the system that will constitute "official
records."
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Chapter 3

(c) Logical data structures. Identify the
Togical data structures (logical records),
that will need to be stored by the new
system,

(d) Data elements. Identify and define the
data elements to be stored in the logical
data structures.

Note: This document should be produced by
printing it as an output from an automated
data dictionary/directory svstem.

B. Svstem Design Stage Documents.,

29 S .

{1) Design Proposal.

(a) General. More than one design may satisfy
the functional requirements; select the
most economical and efficient design. ™o
determine which alternative is best,
evaluate each alternative against
preliminary criteria, and then apply
further criteria to those that still remain
as viable alternatives. The result of this
further evaluation determines which
alternative is the recommended Design
Proposal.

{b) Preliminary evaluation criteria. For a
design proposal to be viable it should be
technically, operationally, and
economically feasible. By establishing
preliminary evaluation criteria it mav be
recognized, without a detailed evaluation,
that some proposals are not feasible. Each
alternative should be evaluated against the
following list of criteria.

(i) Cost. Developmental and
Ooperational costs for the life
cycle of the system.

{ii) Life cvecie. Devel
deliverv time and
the system.

(iii) Flexibility. Ability of the
design to accommodate changes in
policy, procedure, environment,
etc.

.Tann:ary 15
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(vi) Training. The level of complexity
and amount of training required.

(vii) Oraanizational impact. Effect of
the design on established
organizational responsibilities
and division of functions.

(viii) Logistics. Communications
requirements resulting from

geographic of functional
separations.

(ix) Sensitivity. Ability of the
gsystem to respond to changes in
volume, interface, workload mix,

timing, etc.

(x) Complexity. Interrelation, such
as the impact of one function or
piece of equipment on others.

(c) Alternative design proposals. For each
alternactive meeting the ceriteria of the
preliminary evaluation, further define,

describe, and evaluate the following.

(i) system description. Present the
overall system concept and -
describe how it meets the
functional requirements.

(ii) Equipment. Describe new equipment
requirements and required changes
to current equipment.

o~
rdo
be
fube
~r

Software. Describe new software
requirements and needed
modifications to existing
applications and support software.
(iv) Organizations. Describe
organizational, personnel and
skill requirement changes.
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Chapter 3

(v) Ogerations. Describe operational
effects on areas such as user

operating procedures, operating

center procedures, operating
center and user retrieval, output
reporting, and system failure

conseguences and recovery

procedures.

(vi) Development. Describe

~ Y oo
developmental impacts such a

(=1
support requirements, data base
development, system test
requirements, privacy and security
implications.

neer
ST .

(vii) Site. Describe special building
modification requirements.

(8) Recommended design sal. State which
’ design is being proposeg and whyv. ‘The
proposal is a definitive course of action,

and if contract support is used, the
contract award is recommended. In

addition, provide the following for the
recommended Design Proposal: .

(1) System design Define the external
system design in functional (i.e.
user) terms. Identifv the

equipment type (not manufacturer)
and the onerating capmabilities

QI LT VWETLA Ly LEpeETLS S s2TS

including the specifics for
volumes, capacity, times, speed,
retention, access, interfaces,
display performance, maintenance
response, and other technical
specifications. Also identify
failure contingencies. When the

design proposal is approved, this

information is used to develop
specifications for acquisition and
benchmarking.

(ii) Data model. Present a logical
model of the data needed, and
their relationships and

- W
attributes. Complete a lo

ai 1
cgical
design for any data bases pl

ca

anned.

(iii) Cost Sensitivity analysis. Assess
the extent to which costs and

c 100 DAl A -~
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benefits are sensitive to changes
in key factors such as length of
syvstem life; volume, mix or
pattern of workload; requirements;
and configuration of equipment or

software.

o0 Methodoloay. Determine the
approach, assumptions and model
for the sensitivitv analysis.
Use algorithms where possible
to develop sensitivitv
relationships. Include

considerations such as:

e effects of
var{ation in the estimated

volume, mix, or pattern of
warkload.

LASS SHP RO

- Requirements. The effects
of potential changes in
requirements resulting from
either legislative mandate
or changes in functional or

organizational structure.

- ~ Confiquration of equipment
or software. The effects of
changes in configuration of

hardware, software, and data

communications.

- Assumptions. The effects of
alternative assumptions
concerning objectives,
requirements, and
operations. Consider the
effects of alternative
assumptions concerning
inflation rate; residual

value of equipment,

facilities and software; and
length of development.
o Sources of data. 1Identify the
sources of data, and the method
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of data collection.

o Other factors. Identify and
explaln other factors that
cannot be accurately analyzed,

but which may cualitativelv or
quant1tat1velv affect the

ALt = =

assessment of costs and
benefits of one or more of the
alternatives.
(iv) Risk analysis. Take a

rrack /hanafisrial annrnaﬁh to avoid

wWo L/ UTliGiL A wiads UppreswHmwes ST =¥ EST
threats to the svstem caused bv
natural disasters, securitv
violations, and system failures.
Justifv costs for the preventative
actions specified in the
requirements and desiqn of the
svstem, including phyvsical and ADP

security and backup. The

responsible functional management
participates in the analvsis and
ensures that definitive action is

taken, both initially and

throuaghout the life of the

system. The Office of Information
Resources Manaqement furnishes
guidelines for conducting risk
analyses, and the Project

Management Committee ensures that
they are conducted.

n why each
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Detailed Cost/Benefit Analysis. The detailed
cost/benefit analysis is a valuable tool for
alternative selection analysis, but it is limited
to quantlflables and, therefore, should not be

over-emphasized in aeve.l.oplng a IECOmm!:uua\.J.uu-
mhis aﬂal‘fs}.s ie more detailed than the analvsis

A0 MWET UT QLA LeiSSS dallal

done in earlier stages, since it is used to
determine whether software development and
procurement is justified.

(a) Costs

(i) Non-recurring costs. These are
one-time costs in the develoopment

VIITT LAINT W e eiy

and acquisition process.
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Qite. The cost of erecting or
modifying a site and
surrounding faciiities t

o
the needs of the proposed

svstem, e.g., costs to enlarge
a computer room, and additional
space required for personnel

2 mcem T eem
involved in this process,; etc.

ADP equipment. The cost for
hardware, e.g., CPUs, disk
drives, etc.

Data communications. The cost
for data communications
hardware, communication lines
and dedicated data
communications software.

software purchase. The cost
for svstem software packages
procured for the direct support
of the proposed svstem.

atabase development The cost

of im 1ementIng ~Jatabase system
software and database
applications software.

Software development. The cost
of implementing application
programs.

studies. The cost of studies
associated with the
requirements, desian,
development or implementation

of the proposed system.

Conversion. The cost of
converting present data and

converting P
:

program logic.

Procurement. The cost of

procuring hardware, software

and data communications such as
RFP preparation, vendor
evaluation, and contract
preparation.

mraining. The cost of
training, including user,
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o
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Recurring costs.

operations, and management
training.

mravel. The cost for visits to
sites or regions outside the
main agency complex.

Svstem test. The cost of

evaluating the system.

MNavwallal AmavadbdAans mhha
Fadildllel UPCLALLIUIIO. TS
of running parallel operat
for the 0ld svstem and the

proposed system.

"

= ()

0S8
ons

Management overhead. The cost
of management interface in the
development process defined in

R

..... o o esad o

terms of hours Lequ;xeu for
meetings, reviews and
administrative functions
associated with continued

system operation, etc.

These are costs

that continue throuahout all, or

-_— e & Py 4
most of,

o

¢}

Fal el Ml ele 24>

Ll ccrmbioe V1€
tne sysitem 1L1lLE.

Maintenance and lease of ADP
equipment. The cost for lease
i —— N S S
and/or maintenance contracts
for ADP equipment.

Timesharing. The cost of

buying computer time from a

commercial source.

Communications maintenance.
The cost for the rental, lease

or maintenance of data
MA LIl GTlIIGMIV G o b A W

communications equipment,
services and facilities,

Software maintenance. The cost
of maintaining application
software.

Mha calaria

'SA unc LIICT
T?TEEE-EEheflts
data entry, and
assigned to the

1
time activities

108

salaries and
for operations,
other personnel

system. Part-

alhais1d lha
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prorated accordingly.

© Training and travel. The cost
of training and travel for new

emplovees and upq'udes .

o Space occupancy. The cost of
equipment space, personnel and
support facilities, and

administrative offices.

o Supplies and utilities. The
ccst of both technical and
administrative supplies.

©0 Security and privacv. The cost

of security guards, securitv
devices R etc.

LS vases s

(iii) Present value cost. The total
annual cost can be converted to
present value cost for each vear
of the svstem Jife. The present
value will give a more equitable

base when alternatlves have a wide
digpersgion in fha funding vears.

UiSe e R

A percentage rate must be applied
to each vear's cost to calculate
the present value and aggregate

the +ntal cuvetram ~net Refer to

wiIIT wWwwiEd SO LLRIN WO we FaS 9 S

FIPS PUB 64 and OMB Circular A-94
(revised March 27, 1982) when
present value calculations are

:
required.

(iv) Non-recurring bhenefits. These are
one-time benefits that have a
dollar value. The benefits may
occur at any point in the life
cycle, but they are not continuing
benefits. The alternative bhenefit
calculation is based on the
alternative(s) with which it is
being compared (usuallv the
present system).

o Cost reduction. The value of
eliminated owned equipment
excessed equipment and
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inventory, eliminated cash-on-
hand accounts, or any other
one-time source of quantifiable
benefit.

vvalue enhancement. The value
of additional tangible

procurements uépfé61aoxe, not
consumable) and 1mnrovement5 to

LSRR %

owned facilities and equipment.

(v) Recurring benefits. These are

benefits received throughout all,

~MTATL e LTSS =12 O

or

most of, the svstem life.: Whey

are quantifiable with comparable

{for analysis) the recurring
costs.

o

Maintenance and lease of ADP

equipment. The savings for on
going lease and/or maintenance

contracts for ADP equipment.

Communications maintenance.

Mha caginme An
LtuT oQAav Lll‘_‘a il rental- r 1 AaSG or

maintenance of data
communications equipment,
services, and facilities.

Software maintenance. The
projected savings on the
maintenance of application
software.

Personnel. The salaries and

frinqe benefits saved (net

savings) for operations, data
entry, and other personnel.

Traininq and travel. Savin

(o]

o Q

Asen om VT amo hoaims o - e

uue LU A€ Od> lelllllly auu L
(as compared with other

paLe

support facilities, and
administrative offices.

Supplies and utilities.

Qi wWeataaS2e

(Release No.

Reduction of both technical and
administrative supplies.
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(vi)

+3
o]
P

o Security and privacy. Savings
on security quards, devices,

Intangible benefits. Many
important benefits can be received
from a system without being able
to easily quantifv them, such as:

o Faster processxng,

o Lower error rate;

!

o FEnhanced organizational image;

o Improved morale;
o Simplified procedures; and
o Standardization

These benefits, in many cases, can

wavs

be quantified, but not always
accurately; therefore, they should

be treated so as not to distort
the analysis.

o~
ulie
[P
e
~r

(iv)

(Release No.

motal annual cost. Total non-
recurring and recu

u
subtotals for each

system life.

e A

S

QQqQ
h O
o
I

h

otal system life cost. Calculate

the total cost over the system

life by summing the total costs
for all years of the system life.

the entire system life using )
present value factors based on the
discounting methods on OMB
Circular A-94.

Ceaavuwaias 8

Residual value estimate.
Calculate the remaining economic
value of ownership of all ADP

resources as of the last month of
the system life.
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Chapter 3
(v) Present value factor. Show the
rate useg [Or aajusting values to
present value.
(vi) Discounted residual value. Use

the present value factor to
calculate the discounted residnal

oL waQlT SV

{vii) Total adjusted cost. Calculate
the adjusted cost by subtracting
the discounted residual value from
the total present value cost.

(c) Total benefits
(i) Annual tangible benefits. FEnter
the quantifiable benefits for the
waar AFf bha 13Ffa mirmla ;. colrdak
yeasr Vi LT 1LiiT LyLu.icT Lll WilliG 1l

the benefits are realized.

(ii) System life benefit

tha tAabal hanafsse £
LT wLWwLal VTl I LV L

the life cvcle.

0.
o}

V]
(o
[
<

(iii) Present value benefit. Adjust the
benefits over the system life
cvcle to their present value.

(iv) Total Net ptesent value.
Calculate the net present value by
subtracting the adjusted cost from
the total present value of

benefits. See Part IV of the

=|.'lpp.|.emenn CU Ul'l.l'\ bl[CU.La[

A-76, the cost comparison
handbook, for use when contracted
suoport is being compared to

LHHDUSE resources,

(v) Benefit/cost ratio. Calculate the
benefit/cost ratio by dividing the

total present value of benefits by
the adﬂannd cost

- eSS Lo~ p ey

(vi) Payback period. Calculate the
Year and month in which the sum
(in current dollars) of benefits
first exceeds the sum of the
costs.
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Intangible benefits must also be
evaluated to decide whether the
proposed svstem should be
developed.

(4) Advantages and disadvantages. FExplain the
advantages and disadvantages of each

—~
w
~

alternative.

ed Life Cvcle Strategy. information added
ds upon information provided in

the Concept Development Staqge document of the
same name.

-
~—

Life cvcle strateay summaryv. Review the
acquisition strategy and development
approach. The acquisition strategy
addresses in-house and contract decisions,

iS22

existing or new equipment and services,
shared resources, acquisition timing,
resource sources, etc. The development
approach includes the svstem desiagn concept
and consideration of data base, centralized
versus decentralized processing, interfaces
with other systems, phased implementation,
gystem flexibility, and a logical

identification and distribution of
application software responsibilities.

Milestones., List the milestones and give a
short explanation of each one. Estimate
the completion date for each one while
noting all sliopages from the prior stage's
estimate. Develop network and project
planning charts.

a

‘ pevelopment Tasks. Identifv each project
task or set of tasks which must be
performed in order to reach each milestone
in the system life. Include identification
of organizational and individual
responsibilities for the tasks or portions
of them.

Resource requirements. Fstimate the
resources tequi:ea to perform each task.

The resource utilization should be
auditable at the milestone level and will
be monitored to show both estimated and

actual resources used.
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(e) Responsibilities. 1In addition to task

responsibilities, define system ownership

responsibilities, system stewardship
development and operation
responsibilities. Define responsibilities
for funding, submitting and approving
changes, and validating the system.

meeam Y e S = e By S R

UCVE.LUPLI‘H-) dllu Llllp.l.elll:llklllq
include time relationships,
interdependencies, critical path
identification, slack time, and
contingencies for critical acti
Include a schedule for document

preparation. An automated scheduling svstem
should be used.

(f) Schedule. Prepare a schedule fo
the

cod bnd o
ViiliesSe.

—

€
~—
Q

e.tl.g ncy plan. Evaluate the impact of
project plan changes to identify milestones
sens:tive to change, and to estimate the
potential problems and their effects on the
- system. Develop contingency plans to

resolve them.

System Decision Paper 2. This paper can be
prepared by altering a copv of SDP 1 to reflect

néw information outlined below.

{a) Overview., Update the SDP 1 overview
statement and discuss overall progress
since last milestone.

(b) Requirements. Present any significant
mhanman kA bha funabiAanal ramsiiramante
LualiyTo “ LT LUV LAVIIGL LA CHULLE SISl e

since Milestone 1.

(c) Aiternatives. Summarize system design, and

Aerarall

Llle &EdﬂUll& LUL aclcyl.iug ‘.hc VvTciadl i
system design. Significant changes in
costs, benefits, savings and risks from
previous economic analyses should be
presented. Identify any significant
changes to functional requirements since
Milestone 1 which impacted the selection of
alternatives. Provide updated cost/benefit
analysis documentation from your project
file, as an appendix to SDP 2.

(4) Schedule of events. Summarize the schedule

UI events accompiisneu ll'l Cﬂe pIEVIOUS
phase and projected for the next phaseés.
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Highlight changes made since Milestone 1.
Compare current and previous schedules and
explain any overall schedule slippaqges

greater than 20 percent.

»--

(e) Resources. Summarize personnel and funding
resources expended to date, resources
needed for the next phase, and projected

rescurces needed for remainder of the

syvstem's life. Compare current cost
estimates, funded and unfunded, with
previous estimates and explain any

increases greater than 20 percent. A

s an
appendix to SDP 2, provide updated budget
exhibits from vour project file.

3

(f) Acquisition strategy. Discuss the proaress
to date and any chanaes regarding the
acquisition strategy depicted in SppP 1. 1If

an approval is required for this action,
indicate its status.

(q) Project loaistics

(1) Personnel. B
1

+al
taken to sati

technical and £
requirements for

su
I
n
24 [
nis
=]
yw
§i

Standardization. Di
detarmined that no e
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the Interior system cou
requirement.
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synopsize your course of action if the
selected alternative fails.
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(1)

(m)

(n)

o~
[}
—

(p)

(q)

(r)

Date: January 15, 1988

Chapter 3

Control and securitv. Provide a short
overview of the control and securitv plan
reqarding this application.

Privacy. If the proposed AS contains
privacy data, summarize steps necessarv to
comply with the Privacy Act.

Software. Discuss the magnitude of the
——————— = o - de E -
requirement for both system and app.l.u‘:acxuu
software. Explain how the software will be
acquired. Where application software is to
be converted, discuss the need for and
accomplishment of a software conversion

Ry | [ 549
study. Where application software is to be

newly developed, discuss the use of modern
software development concepts, such as
prototyping teams, structured walkthroughs,
use of standard high order language,
tacrinag concents. et Engure resource

LCES LAY wWIswLT R wS§ =S 22L2L e I E

estimates associated with the software are
clearly discernible in the cost/benefit
analysis. .

Data communications. Provide a diagram of
the selected data communications
alternative and discuss why the proposed
data communications alternative was
selected. Summarize projected data
communications costs. As an appendix,
provide the data communications section
from your project file.

ADP equipment confiquration. Provide a
diaqram of the proposed ADP equipment
configuration indicating relative size of
components. Where multiple sites are
involved, provide a diagram for a typical
site and identify variations for other
sites.

Supporting documentation. Provide the
status of all supporting documentation,
including system documentation. 1Include
the status of any hardware and/or software

RS- R
speciricavions.

Test and evaluation. Synopsize the
approach to testing and evaluation for this
syvstem. Identifv significant elements of

A b b\
the AS 0 be tested and guantifv the

expected results.
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(s) Problem areas. Identify problem areas to
date or projected problem areas

impact accomplishment of objectives.
Examples include inadequate resources,
milestone slippaqes, contractual

difficulties, etc. Identify what action
has been taken or will be taken to correct

(t) Conflicting viewpoints. Based on up-front
coordination with the user acceptor, ADP
management, and project management

committee summarize any conflicting
viewpoints and show the rationale for their
rejecticn or tell how they were resolved.

C. Svstem Construction and Acquisition Stage Documents.

January 15,

A BY
(i)

['}]
13 ']
x|

l

ﬁ

eean &
DL
m

t plan. This is a plan
ing a test of the entire system.
furnish the user with the results to be
f

or system acceptance during the next

S
r

3
wili
ated

woood

r
lan
valu
tage.

(a) Functional summarv. Describe the functions
of the system.

{b) Schedule. 1Identify the time and place for
the test. Identify participatinag
organizations and their responsibility.
List the organizations and personnel that
develon the Pl"‘,— conduct the test, review
the output, and approve the results.

(c) Test resources.

(i) Rquipment. Show the expected

period of use, tvpes, and
quantities of the equ1pment needed

Lmee bl mesmbom hoank bha - ~n+
for thne SySiem LedSu that are not
part of the system being tested.

(ii) Software. Identifv the software
_—e e . a_ Lm misememe -
tnat 1s needed to support the
testing, but is not part of the
system being tested.

(iii) Personnel. List the number and
types of personnel to be available

during the test from both user and
development groups. Include any
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plication Systems Life Cycle Management Documents

special requirements, such as

multishift operation or key
personnel.

_—
[eN)
~

(i) Methodologyv. Describe the testing
method and strategy.

(ii) Conditions. Specify the types of
Input to be used, such as live or
test data, as well as the volume

2 Lunmsmmmer ~Af {nnade and

(iii) Fxte

[
o
]
w
cr
(¢]
cr
[
[}
]
r

(iv) Data recording, Discuss the

;1 - AL - A A

(v) Constraints. Indicate anticipated
test 1imitations such as
incomplete or partial interfaces,
equipment, personnel, and data

bases.

-~
L)
~

Test material List materials needed for

SG
the test and the sources, such as:

(i) Documentation;

(ii) Software to be tested and its
medium;

—
Qu
-

(i) ~Control. Describe the test
contro such as manua

semlautomatlc or autom
ingsertion of 1nnuts .

=:i=Ta vaSl Mo =527

overations, and recor
results.

al
natic
eque
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ncing of
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(e)

Chapter 3
(ii) Inputs. Describe the input data
and input commands used during the
test.
(iii) Outputs. Describe the output and

Intermediate data expected as a
result of the test.

(iv) Procedure. Specify the step-hv-
step procedures for test setup,
initialization, processing, and
termination, including test
progression or sequencing.

(v) Restart and recovery., Describe
the process for ensuring that the
system can be restarted or
recovered at the designated
checkpoints.

User acceptance plan. Acceptance planning
wi e based on satisfaction of functional
and data requirements. Specific files and
values will be determined when the test
data design is completed. The detailed
validation process can be finalized when
the system specifications are complete.
validation occurs during system test.

(i) validation process. Assign input,
process, and output criteria and
validation responsibilities.
Prepare data to compare a manual
(or prior) process with the newlv
automated process. People
responsible for validation should
prepare a schedule of valid data
element combinations and values to
check the adeguacy of edits.
Results of all on-line transaction
types and batch runs will be
validated.

(ii) Time. List throughput time and
sequence requirements.

(iii) Distribution. List the
distribution centers for each
input and output, including
transfers.
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(iv)

(v)

(vii)

MMSM 376.10
Append1

2
{ ~am b s aA
cQ

{Con tinue )

Interface. Show the
Tnterdependencies of processing

etwe s BT WwTmTAT2 AL LOLCESS Ll

systems and the process flows
affecting the outputs, and the
procedure used to verify them.

Retention. Give file retention
requirements for successive
iterations; show restart and

recovery points, and develop

criteria for satisfactory

execution.
Process. Show the algorithms and
procedures being tested.

volume. Show the technique used

to ensure adequate file sizes and

that volume-dependent processing

will not saturate the system.

ADPR Specifications.

(a)

1988

Equipment and software performance
sgec{fication . These soecifications are

for equipment, system software, and
utilities, but not application software and
data communications. The specifications
should address:

(4

—~—

(ii) Throughput time for specified
volumes and processes;

(iii)y CPU memory size;

(iv) Operating svstem characteristics,
utilities, and compilers:;

(v) Operations complexity/resources;

(vi) Storage types and volumes;

{vii) I/0 types, speed, volumes;

(viii) Security;

(ix) Accuracy/error detection;

(x) Interchangeability/compatibility,
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January 15,

1988

(xi)

(xii)
(xiii)

(xiv)

(xv)

Data access methods and
procedures;

Backup/recoverv;
Downtime tolerances;

Maintenance response time and
contingencies; and

Special performance criteria.

(c) Data communications performance
Speciflcations. These specifications

should address:

(i)

(ii)

(iii)

(iv)

(xiv)
(xv)

(xvi)

(Release No.

Response time per
message/transaction;

Throughput time for specified

volumes and processes;

Terminal displavs/interfaces;
Line transmission speed;
mransmission techniaues;
Upgrade capability:;

Operations complexitv/resources;
Communications network design:;
RJE I/0 interfaces;

Security;

Accuracv/error detection;
Interchangeability/compatibility;

rraffic
monitoring/reporting/switching;

Backup/recovery;
Downtime tolerances;

Maintenance response
time/contingencies; and

141) Page 121




MMSM 376.10
Appendix 2
(continued)

Application Systems Life Cvcle Management Documents
Chapter 3

(xvii) Special performance criteria.

(a) Note that all data hase and data dictionarv

documentation will be stored in an
stomated data dictionarv/directorv. ™his

-
auhunlaucu A AW wawaima ¥ Liszee

will allow it to be used by auditors,
svstem maintenance staff and functional

managers.

—~
o
-

vstem and subsystem specifications.
TvIde the tasks into separate entities to
ac

ilitate preparing nrograming

specifications and to allow concurrent

coding which reduces development time.
This also promotes modular testing

a st e

capability and aids in the identifica
. ramantéte and bhrnnahbgt

mO'Jﬁ

0
H
a
o
&
.

n
o
~
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Q
Ca
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o
L
&
d
¢
u
:
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(1) Functional requirements
grouping. 1dentify criteria that
promotes a logical arouping -of
functional requitements into

separate entitites and establish
these groups as subsystems.

(ii) Interfaces. Identify the
commonalitv that links. each group
of functional reguirements to

others and show the reauired

sequencing.

(iii) Inputs/outputs. List the inpu
::g‘ZT' uts of each subsvystem.
rig

k‘-
her subsystems.

tiv) Retention. Show data retention
requirements for inputs/outputs.

Performance. List any specific
subsystem performance criteria,
such as accuracy, validation,

timing, and fiexibility.

—_~
2]
<

~

(vi) Operating environment. List any
restraInts pIacea on the subsystem

At ok a racenld

SpeCIIICGCIOns tTnNnat are a resu.s
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(vii)

Chapter 3

of the design proposal, such as
equipment, software, interfaces,

security and privacy, or operating
sontrols.

Naming conventions. Create naming

conventions to distinguish
subsvstems,; interfaces,
application programs, job control
procrams, sorts, files, or other
identifying information.
Establish names, numbers and
symbol for the subsystems.

—
[N
.
~

-~
(oS
de
(oS

S

(iv)

(iii)

(iv)

e
an
ses used bv the svystem.

Documentation. Describe the
d phvsical characteristics of

e . aS e

or
o
1]

Logical characteristics.

'I'Rnnf*i?v Aafine and dacr~ri
lgentit gerine, and gescri

relationships among data sets,
records, and individual data
elements in the system. Update

the loaical datza models nrenared
LT AVHiLAWAL VR v@ MVUTLS wmirTppaLTu

earlier.

r
>
1]

r-3
o<

Physical characteristics.

Describe the storage requirements

for data, specific access methods,
and phvysical relationships of
access (inéex, aevice, area),

Ane{nn ~ranaeiAaradi nAaA ammaa
LTS L4l \.,uua;uca.uuj.uuﬁy cluu u\-\.!:ag

security mechanisms for the data
base.

subsystem and interface
requirements.

software and hardware that will be
accessing the data, including DRMS
proprietary software.

Software/hardware. List the

Security/privacy. Specify the
data securitv and privacy
requirements.

Update. Show the methods and
frequencvy of data updating.
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(v) Access. List the data elements
for sorting and accessing.

(vi) volume/retention. Estimate the
volume of data to be entered into,
and drawn from, the system, the
level of processing activity, and
data retention requirements.

(vii) Data base construction. Develop a
data pase adesign (aata files or
data management system),
identifying the data files and
theit content. Coordinate the

et b 3 AalTa

Ilﬂdl pIOOUCt wWilitlll Lne aevail
processing design and program
speczflcatlons.
(a) Detailed process design. Identify the
tvpes and sequences of processing within
the subsystems; identify the inputs, their

sources, the processes performed on them,

and the distribution and interface of the
outnntse The input and nn(-nn!- record

AT e, BRI 1 4 (-2 1O aup o P 102 90

lavouts, file names and definit1ons,
program names, and processing algorithms
will be coordinated in the data base design
and program specifications. A project
manager may elect to automate all of the
following documentation.

i) Subsystenm HLU\.caaiﬂ . Identi ‘"

processing that must be performed
within each subsystem. Describe
the processing, its sequence,

T memicde o - A-‘&-\-

inpucs ana oucpu ts.

(ii) Interface processing. Identify
processing sequences between
meeb meren do nom o MNamawisha bha
SUVDYOLEHID . Ucﬁbb AVUEC wuT

processes, sequences, inputs and
outputs.

(iii) Failure/backup processing.
Identify processing for backup,

recovery, and restart.

Processing charts. For
application and command language
programs, show the processing
relationships and sequences; use

- g | LY mee ol o A -

runcional rioOw cnarits or

—
[
<

~—
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used. This information is used to
develop the program
specifications.

(v) Program identifications. 1Identify
and name, using the established
naming convention, each

-vnem? -3 A
application and command language

program and state its purpose.
List the input and output files
and data elements to be accessed.

Program specifications. Information from
the svstem and subsystem specifications,
data base de51qn, and detailed Droce551ng

AAAAAA g Mgy

design, should be extensive enough that
enecifications for each ann'l ication and

SpTviiiLa-aViIS =1-1e3 ¢ ~aa ISl ail

command program can be made. A programer
should need no additional information to
develop the code.

o~
(1]
~

(i) Identification. Give the program
* name and project for which it will
be used. Give the language to be

Y- vy |
UStTU.e
(ii) Reguirements.

© ©pProgram description. Provide a
general description of the
program.

o Processing functions. State
the functions of thea pzoeram to
be developed. If the progra

. does not fully satisfv a
system/subsystem function, show

the relationship to other

programs which aggregatelv
satisfy that processing
function.

o Performance. Specifv the

rf rmance requirements.

O Accuracy. D
accuracy requ
r

asy =

ta
ts imposed
on the program, such as
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o Validation. Describe the data
validation requirements imposed

o Timing. Describe the timing
requirements imposed on the
program, such as:

- Response time;

- Data transfer and
transmission time; and

Throughput and internal
processing time.

o PFlexibility. Describe the
capability for adapting to

requirement chaﬁges; éﬁch as:
- Modes of operation;
- Operating environment;

- 1Interfa
program

0w Q

~ D
]
£
[V
o
o
(o]
o
o
[}
o]

- Accuracy, validation, and
timing; and

- Planned changes or
improvements.

o quipment. 1Identifv the
ystem's operating equipment.
= ©DProcessor and size of

internal storage;

0l
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- Storage (on-line and off-
line, media, form, and

A
devices):;

- Input/output devices (on-
line and off-line, and
capacities); and

- Data transmission devices.

Suppor t software. Identify
support software and describe
any test programs. 1If the
ooeration of the program
depends on changes to support
software, identify the nature
and planned date of these

changes.

£v ¢

o
s

(o]
g
ho
i
~
c

o Interfaces. Describe

~ Lads WL LEST2e L1V

interactions with other
software, including sequential
or procedural relationships and
data interfaces.

Qe LTI iaCT=2e

o Storage. Svecify the storage
—— o o am A om = 2 A - am
requirements, constraints and

conditions.

- 1Internal. Describe the use

g —

of internal storage areas,
incl nﬂing 1nﬂarind and
working areas., Brieflv
state the equipment
constraints and design
~aneidaratinng that affect

CUIIDLIUTSEaLiVIiS wilas KT

the use of internal storage.

- Device. List by device tvpe

al]l peripheral storage

required. Briefly state
constraints imposed on
storage requirements by each
storage device. State
requirements for permanent
and temporary storage.

o
(1]

- Off-line. Describe th
r

form, media, and storage
requirements for off-line
storage.

Q
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January 15,

1988

(o]

(iv)

Security and privacy..

Describe the security and
privacy reauirements for the

the inputs, and the
data bases.

- Controls. Describe the

program controls such as
record counts, accumulated

counts, and batéﬁv
controls.

Identif

P P T

N4
sources Orf tnesé con

the
e am Y
MLULOULDS.

Design characteristics.

o}

ur
rating proce
program functions or

requirements. Describe the
load, start, stop, recovery,

and restart procedures,

Describe other interactions of
the program with the operator.

o Inputs. Give information about
the characteristics of each

(Release No.

input to the program, such as:
- Title and tag:;

- Format and type of data,
such as a record layout;

- validation criteria;

- Volume and frequency:

- Means of entry;

- Source document and its
disposition, or specific
interface source; and

- Security and privacy
conditions.

Y

Program logic.

program logic.
be presented in

Describe the
The flow should
graphic form

(hierarchical logic charts,

Chapin charts,

flowcharts,

decision logic tables, etc.),

141)

Page 128



MMSM 376.10
Apnendix 2
(continued)

Application Systems Life Cycle Management Documents
Chapter 3

and supplemented with
narratives.

(o)
] [

£
[=

[ #
(a4
T
(]
[o B4
=2
[ e
[a)
[ I
O
0
(L)
[a BT
Lol
0 m

each output from the program,
such as:

o Title and page;

o Format specifications, such as
a report format;

o Selection criteria for display,
output, or transfer;

o Volume and frequency;
- Output media;

- Description of graphic
displays and symbols;
...... - on A

- ae:uu:.u.'y‘ an
conditions;

w3 eran

'Y

- Disposition of products; and

- Description of displav

sequences and contents,
fixed and variahle formats,

and display of error

conditions.

(f) Test data design. Develop the program test
data and system test data and create a
listing of the test data files.

Test data for each program and a
comprehensive test data base are
recuirad Program test data mav be

AU AL T LVgE Gl W2 BSCEERCE

furnished by the user, developed by the
programer, or extracted from the system
test data library, depending upon which is
mnet nramtical The usgser should dpsum and

MUYOL pLEAVLLLwGL e meTa =SV

create system test data. The items listed
should be addressed for each set of data.

(i) mest conditions. List the purpose
of the test file.

(ii) Preparation responsibility. List,
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-_-A-___L - A

by name and organization, the
person who prepares the test data

- = FewpreiTe Wi WTew

how it is prepared, and in what
format it will enter the system.

(iii) Control. State the procedure for
modifving the test data base.
(iv) Negative data. Show the
conditiones being tested nAd Tad
WA IEANA A A WVIID Uc‘.ll\’ -le e \-C\J' ullu AP W

1
the negative data developed to -
test these conditions.

ng. Taaqtif"

generated from test data that must

be used for additional iterations
through the system, and maintain,

i {aoed r
for comparison, data listings of

these files.

(vi) Data listings. Maintain a binder
of test data listings for each
test data file; include the date
of the creation/change. For
changed files, show the change
that was made..

Data dictionary. The data base design

defines the fi Ies of the system and the

detailed processing design specifies 4
element processing. 1In order to comn

_________ LICECT L) 2

the cross-references and to provide a
flow/process/interface for each data

element through the system, a data
dictionarv will be prepared mh1=

-atm s L0 3 U S O L AN plsTee dasS

b
(L ]

dictionarv/directory svstem. Printed

documentation from the data
dictionarv/diractorvy will enffice for

eV eawiiMAe V) Masb ST wuWEY Wieiidid SOULLL W Wil

documentatlon requested here.

]

{i) Data element name. 1Include the
title of the data element and its
mnemonic name.

(ii) escription. Describe the purpose
and meaning of each data element.
(Release No. 141) : Page 130
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(iii) curce. Give the source (origin)
oE he data element; if calculated
or derived, state the processor
algorithm.

—~
[
<

N

Termination. Show all outputs
that contain the data element; if
one 1s part of a cumulative or

== = ameaY il e laomee o v
esult, show how it was

(v) Files. List all files in which

p———
the data element appears. This

includes temporarv files and

history files. Por cumulative or
processed files usina this data
element, give the file name, data

1
element number, and process used

on the data element.

(vi) Process. Ghow the process and
sequence in which the data element
is manipulated through the system,
includlng branching and decision
logic for inclusion, exclusion or
termination. The data
dictionarv/directorv should be
able to report which programs
update each data element.

(b)

he application system.

d
backup and securitv features included as
e b
paLe O

Topics covered by this document will
include:

o~
e
—

validation processes;

(ii) Edit procedures;
(iii) verification;
(iv) Controls and data security;

—
<
-~
n
S
o

(vi) Backup plans in the event of a
disaster.

(Release No. 141) Page 131



376.10

MMSM 376.10
Appendix 2
(continued)

*

Application Systems Life Cvcle Management Documents
Chapter 3
D. User Acceptance Stage Documents.

(1) System Acceptance Report. This document records
the acceptability of the system to the system
user. Custodianship of the system remains with
the project manager at this stage.

(a) Develqpment test. The development test is
a preliminary applications sof tware test

conducted when the developer completes the

system. It is not a system acceptance
test; it is a coding test.

(i) Objectives. List the specific
oEjectives of the test, .incluaing
identification of the project,
subsystems, job streams, and
programs in the test.

(ii) References. Give references, such

as previous test results.

(iii) Responsibilitv. State where and
when the test is performed. List
personnel and their duties.

(iv) Test method. Describe the test
process.

{v) Abnormal conditions. List unique
conditlons, such as dummy files,

CLHLCLLARLEISy <Suil €= F=8RY =297

partial runs, etc.

(vi) nput

[
[ad [~

(|
[2d

Define the input
est.

P

(vii) Output. Describe the data
obtaineé from the test (source,
limitat

ions, etc.).

Acocm

type,

(viii) Analysis. Describe how the test
results were analyzed and who
approved the results.

(ix) Accomplishments. Identify
specific test accomplishments.

(x) Problems. 1Identify problems
encountered.

(x1) Action. List specific actions to
be taken, such as accept test

bate: January 15,

b
O
o8]
o

(Release No. 141) Page 132



[

O

(o]

(b)

x

—~

e

[0]

MMSM 376.10
Appendlx 2

results, perform additional tests,
revise coding, etc.

o~
]
[
[

'

Equipment used. The equipment for
the Anunlop\mept tegt must be

comparable to that intended for
permanent use. The support

software, such as compilers,

operating systems, data base

managers, and utilities should be
copies of the software that will
be used permanently. The test

data is prepared by the develorper,

Hardware, software, and data communications
acceptance. Fvaluate the vendor-furnished
components of the system in their
environment. This includes the hardware,
data communications, system software,
utilities, compilers, environmental factors
{climate control and security), and cther
system requirements except the data base
and applications software. Where
pract1ca1, separate acceptance reports
should be used for the various segments of
the system. The test and revort are for
the specific hardware installed on site.
Unlike benchmarks, this test does not
demonstrate equipment type capabilitv; i
tests the capahilitv of specific hardwar

EEe=2t5s LT Capallii it SYELLLLIL

and software, and ensures satisfactorv
performance of the entire system
configuration. Each piece of hardware and
software must meet functional requirements

and design specifications, and interface
properly. This test may uncover design
errors or omissions, 2s well as deficient
products, - If the entire system, including
applications software, is developed bv one
vendor, this testing may be included in one

comprehensive system test. Acceptance
should include the following activities:

-=minT LOQLOw . .l 4

(i) Test results.

© Hardware, software

AL aWias S

communication. Evaluate the
technical performance of these
items using the criteria

presented in eguipment

perf-rmance specifications,
data communications

i ata
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1988

Chapter 3

specification, and RFP's.
Unlike individual evaluations,
however, emphasis is placed on

interface characteristic sucn
as I/0 and CPU time ratios,
processina mixes, and
communications and queuina
efficiency. Also, evaluate
volume (data and nrnanqqina\

L LA cLete €228 =S =2 25

dependencies, capacities and
system saturation points,

backup, recovery, problem
ana1unig and ability to

Kl ayvaT Rase WiSa LA

monitor the system performance.

S
os

Fnvironment. Evaluate the
Facility according to facility
design specifications. Tests
for stress and efficiency
should be made on such

requirements as power

(distribution, surges, cycle
and voltage fluctuations, and
damage due to sudden losses),

s h
heat, air conditicning,

humidity, construction,
maintenance access to
equipment, safety, and

csarnrity
STLUL i WY e

o Applications software. This is
not a test of the actual
software, but is a test to
ensure that the application
software will run on the system
orovided The test ensures
that the 6ﬁéfac1ng svstem,
utilities, compilers,
communications, and hardware
performs properlv. The
development test dat
software used bv dev me
personnel may be used. Thi
part of the test is not

necessary if the applications
software wag develoned on the

LLILWaL “evVeap ia  ed

permanent configuratxon.

(ii) Responsibility. Identify by name,

Dr03917af1nn and function., the

sa&Qvail LMat e misw w At wise

personnel who design, conduct,
review, and approve the test.
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raining. List the

1 €
1 by title, grade, and

——
[ors
te
[we
S

will be, trained on the system
operation. This is not the same
as operation training for the
production application software.
show the vendor or other backup

sources.

(iv) Support. Identify system support
ncluding on-site or immediate-

access vendor representatives,
engineering and maintenance
support (including preventative
maintenance schedules and svstem
down contingencies). Tdentifv and
plan for acgquisition of ADP
supplies, such as disk packs,

tapes, special forms and paper,
and logs.

{v) Changes. TRAnf\Fv changes to the

irtmasmT e s &GS an Y IIES0

functional requirements or
specifications, and show how the

1

changes have been evaluated.
Tﬂnnb(f" rannirﬂmnnfn omitted

Identi equirements omitted o

improved during testing or tes
preparation. Show how these
changes were 1nc1uded in the

messe b

syscem.

r

(vi) Action. List the deficiencies and
recommendaticas.

o~
Q
~—

Data base validation. The complete system

test will verify the inclusion of all data
elements, test each access, and ensure the

capability to accommodate all conditions.
Data bage validation measuires the data base

wRawva waosoe LaasalUtlvsalli: TS =rtT=

technical capabilities against design
specifications. It also, bv using the test
data base or other validation data, ensures

the accuracy of the design specifications

by verifying access and manipulation
requirements. The validation includes:

22 - - P
{1) Ddtd. List each data bﬂac, t

access keys, and manipulation

(]

143

requirements (this can be
extracted from the data base
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January 15,

(d)

1988

Chapter 3

design).

(ii) Test results. Show the test

P Yz e - A
design procedure for accessing

data base and validating the
design requirements. Test data
may be developed or proqram/system
test data files may be used.
Summarize the test results.

aha
CuIS

(iii) Responsibilitv. Identifv bv name,
organization, and function
personnel who design,; conduct. and
review the test.

(iv) Action. List the deficiencies and
recommendations

System test. The system test (acceptance

testing) is the final evaluation before a

system becomes operational. It allows the
user to evaluate the acceotability of the

system. No develooment activities are to

be performed after the system test is

approved., Before the system test is

conducted the development test, hardware
and software acceptance, and data base
validation must be completed.

(i) Procedure. The software will be
transferred to, and secured at,
the production facility when the

A 1 Aren
development organization believes

their efforts complete, and system
test can begin.

Ideally, the system test is to be
conducted by an independent team

with development personnel
available as advisors.

Evaluate the system according to
the system test plan. This
includes qenerating specified
outpiuts {file Gumpa' reports,
etc.). The user is responsible
for verifying the output
accuracv. System test activities

21

include:

(ii) Test evaluation. Conduct the
svstem test under the system test
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plan. Document all deficiencies
and recommend solutions. Note
svstem test plan changes and

demmy. bhan vananna

mA
Lllb..l.uuc uuc réasons and

authorization.
(1iiy Records. Maintain processing and

.......... b P PP T - eu o

chpur. [EDULUHQ J.llb.Luue run
sequence and time data; this will

be used in preparina—gnevﬁeia
Proce551nq Manual, and User and

- e ~

Uperat1on Instructions

(iv) Approvals. Obtain the
approvaIs/comments/recommendations
as required by.the System Test

Plan
raall.

(e) User acceptance. System test data is
designed to generate sequences and output
ermY e mmmemawad el bh Loamcn vasnnléea

vVaiues LU Uc CUNIPAQLTU Wil RIIUWIL LTOULLD.

The user makes these comparisons.

(i Review materials. List the output

the system test and the user
assianed to review it. Materials

required by the acceptance plan
will be reviewed and accepted, or
correction action recommended.

(iiy mime. Analyze the processing and
job run time data, and the output,
to determine time and sequence

dependencies.

(iii) Test results. ™he test data was
designed to generate values to be
compared with manually determined

values (or those generated bv a
previous process). These values
provide calculation, manipulation,

anc proce551nq accuracy as
reguired hv the functional

- e weie Sswmisv weawaiilaa

specifications. All discrepancies
are to be listed, including

fFAarmabrrinag titlae - a
hvhluabl—‘ll" “dViLiSOyp Aad A=

(iv) Approvals. Obtain the appropriate
aoprovals for pass, fail or

Al e s
conditional acceptance, and a

deficiency of items that will not
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prevent system implementation, but

.A.LS— miramd lha manveanbkbad
wilill HIUD L WUT LULLTUVLWLT U,

Implementation Plan. This plan shows the

mplementation steps and sequence to be followed.

(a)

(b)

(c)

—
[ 1)
-~

—~
~

11 [
wn
(o

o
=1L
Micr
orf .
o|¢
i
= Y
[o
[s B
O
gr

.
(SR
o
3 [¢]
@ o
(o]
cw
~
Q pe
[| 3¢
n =

Implementation strategy. Based on the
acqulsxtion strategy, the current svstem
(if one exists), and the project plan,
decide: if implementation will be phased:;

if parallel operations are necessary; if a

conversion is necessary; and the best
implementation method.

Timing. Determine when to implement the
system based on information such as new
fiscal vyear, policy effective date,
resource availability. Develop an
implementation schedule

T - et e mim - s v---—v-—.-.\'ﬁ

Responsibility. 1Identifv responsibilities
for activities such as site preparation and
acceptance, initial procurement of ADP

supplies, and implementation coordination.

organizations. Identify
ione affected by the

SIS

ation and notify them of their
on responsibilities.

= Q>
$=5rigr
pq*rf

Conversion Plan. The conversion plan shows the

process for converting work done by the existing
system to the new system.

(a)

(b)

(c)

(d4)

1988

Existing functions JIdentify the existing
functions that will be converted to the new
system.

Processing. Show the present method of
processing, the proposed changes, and the
adjustments to the existing system.

Changes to existing software. Identifv the
system and appllication software that will
still be used, and the changes needed to
it.

Hardware and data communications. List
hardware and data communications that will
(Release No. 141) Page 138
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still be used and specifv what effect the
conversion will have on it.

Files. 1Identify the files to be used

and/or converted, and show retention or
resubmission requirements based on

ceam Tmseamoma

—~
o
~—

(f) Schedule., Identifv conversion aptivities,

(9) Personnel. Show the
personnel to b 14 4
the convers

(4) User "raining Plan. This plan describes how

system users will be trained to use the new

ystem,

_____ PN

(a) Training plan scope and content.. Identify
-al
iLQal

the equipment, software, and procedu
training needed for management,
administration, development, user, and
operation personnel.

hods. Specify if the
the-job, and if all similar training can be
conducted at one time or if it must be

b ama

puaacd.

(a) Training space and equipment. Determine
the space required for training, anv
special training equipment, such as audio-
visual, and any technical support equipment
such as terminals.

(e) Funding. Identify training costs and
prepare a budget to include instruction,
materials, travel, etc.

(£) Training team. Identify the person(s)
responsible for negotiating and
administering training.
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(5) Post Implementation Review Plan.
(aj Estapblish cthe ctime for tne first post
implementation review. Give the estimated

system life and a schedule for the -
remaining postimplementation reviews.

ation review will be
conducted within 6 to 12 months following
system installation to ensure that the

system functions as designed.

o
o>
n
3
J
—d
b
3
D
3
-f
w
-r

o

(c) Subsequent reviews will be conducted at 50
percent and 80 percent of the system's
life, but at least every three vears.

(6) Data Processing Manual. The Data Processing
Manual (DPM) describes the system. For larger
systems, the material will be in several volumes-

however, all volumes will be in one centralized
library. Any omitted area must be justified.

The DPM is the official system docum entation, and
must contain all chanqes and updates to the

PRI RSP SR T,

system. This includes specification changes

. :
program listings, changes in processing time

sequences, data definition changes, and any
information relevant to a thorough understand1ng

of the system. ‘The organization and format of

cuc DPM 'iLJ. be d%cidc" ky bhn ?rﬂ'ﬁnﬂf 192{19?.

and will meet all applicable FIPS, Depattmental
and Bureau standards. The substitution of
automated documentation in place of paver

documentation is encouraged. The DPM will

included at least the following:

n -

o}

"

(a) Equipment/software performance
specifications;

(b) ‘Data communications performance
specifications;

-
(¢}
-

(4) System and subsvstem specifications;
(e) Data base design;

(£) Detailed process design;

{g) Program specifications;

th) Test data design;

Date: January 15, 1988 (Release No. 141) Page 140



Appli

(7)

MMSM 376.10
Appendix 2
(continued)

cation Svstems Life Cvcle Management Documents

(3)
(k)

(1)

{(m)

Chapter 3

Applications software listings;

Run description - also used in the

User Manual.

Because the requirements for

svstems varv, a single format is not required.
The manual should present in narrative and chart
form the following information (justify omitted
areas):

{a)

(b)

Summary. Summarize the
appIicatlon and general mission
functions of the system.

Environment. ITdentifv the user
znvironmnent Ly . . .
organlzatlon and facility in which
tne software is instailed and/or

Application.

)
i)

—
(¥
[N

o’

(iii)

Description. Describe when and
how the software is used, and the
unique support provided to the
user organization. The

AacsrnerinkiAan 1nn1| Aa
UMT oW Ly‘—lull Ll UuucT a

o Purpose of the software;

0 Capabilities and overating
improvements; and

Operation. Compare the ogetatiug
refationshlps of the functions
with the orgarnization that
proviaes inDUt to, and receives
uuuyuu from the software.
Describe securitv and privacy
considerations. Include charts
with input and output

cammamadind e
fespontiollrity.

Equipment. Describe the
equipment.

jo¥]
te
m
[
>
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c

sof

ach component in the overation
he software.

o~
<
-
g
[
(2]
rm
Q
e
3

o Ouantitative information on
inputs, resvonse time,
N TR LY

3 en A
processing times, and error

rates.

V-3 P i T B N I Wi

o OQualitative informat
flexibility and re 1

ion
abil
(vi) Data base. Describe data fil
that are referenced, suppor

iles

te
kept current bv the software.

h

e
d, or

Include the purnose for eac

adw i WwlT LAl D siedadd =&

file in the automated Jdata
dictionary/directory.

data

—
-
=]
[
[N
~
-

n

nnnhe nroacacsinag and putnnte
IMULS ) MLULTSS11iYy aul VuLpul

Describe the inobuts, the flow o
data through the processing cvcle,
and the outputs. Include

[N PR - - S ememcede

relationships among inputs ©
t

Se

F

S. Provide

——

Q
4 )
=] Ly
=4 Q)
| Q
s [1]
» | Qu

preparation of data and parameter inputs.
The scope, quality, and logical arrangement
of the information should enable the user

to premare 1nnn+a and undarcetrand Aunénute
WaWwHURLT LlipuE @RIV MU G A DLW VeL U RTe

Describe error, recoveryv, and file query
procedures.

4 \
1

(i) Input. Define the reguirement
_________ 2 o emae A 3 A e

Lor pxepdlan input data. Typical
considerations are:

o Conditions (e.g., personnel
transfer, out-of-stock);
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(continued)

Frequencv (e.q., periodically,
randomly, as a function of an
operational situation);

n (e.g., personnel

<
&
ion, inventorv control):;

Restrictions (e.g., priority
and security handling,
1imitations on files that mavy
be accessed by this type of

transaction):

Quality control (e.q.,
instructions for checking
reasonableness of input data,
action to be taken when data
appears to be in error,
documentation of errors);

the inputs); and

ormat (e.g., input forms and
nstructions for preparation).

Output. Describe the output
—uDr e

.
reguirements. Tvpical

considerations are:

o

o

(o}

Use (bv whom and for what
purpose) ;

Frequency (e.g., weeklv,

periodically, on demand);

variations (modifications that
are available to the bhasic
output);

Destination (e.a., computer
area, remote terminal);

um (e.g., printout,

CRT,

141) Page 143
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o Qualitv control (e.qg.,
instructions for
identification reasonableness

, and security
); and

ok e oW, Y]
D MR e O e
S0

C
s vy
w o

{iv) Frror and recoverv. List error
codes and the recovery procedures.

(v) File query. Give instructions for
initiation, preparation, and
processing of a querv. Describe
the aquerv capabilities, forms,
commands used, and control

instructions.

If the software is queried throuah
a terminal, provide instructions
for terminal operators. Describe
terminal setup or connect
procedures,; data or parameter
input procedures, and control

instructxons. Reference related

_____ e

Operations Mannal, Because the regui

N P B - & S8 AAmaenmtm A NReCaeilsStT ST

reme
systems varyv, a single format is not reau
mhe document, however, should present in

narrative and chart form, the followin
information (justifv omitted areas):

tﬂ\

(a) General information.

{
T

(VN
~

ummarv, Sum

Iz it~ - atiass

rize the general
e

a
unctions of the softwar

(iiy Environment. Identify the svstem
owner, developer, user, and the
computer facility where the system
is installed.
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(iii)
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Software organization. Provide a

diagram of the inputs, outputs,

data files, .and sequency of
operations for the software. Runs
may be grouped by periods of time
cvcles, by organizational level

= e il

Or DOy otutneéer

..... (PP Qe |

e

H
[0}
Q
-
0
»
(ol
Q
(o
‘OC
=
0
It
fo @
Q-
(/]

T —— s A

pProgram Dy ci
mnemonic refe

File inventory. Identifv each

tile that is referenced, created,
or undated. Include fhp title,

SFSELSC s LG ALCC 23 L= A~

mnemonic reference, storage
medium, and storage requirement.

(c) Description of runs.

(1)

1988 (Release No.

Run - inventory. List the runs

p(‘)S‘QiD.Le ana summarlze their
nurposes Show the proarams

rV=-<s el LS pAVHL NS

executed during each run and
identify opotions that must be
determined prior to the run.

Run progression. Describe the

progression from one run to
another. Show program and cvcle

X T2
run times and variations caused bv

data volumns, tvpes, and input
media.

Run description. Organize the

information for each run into a
presentation which includes:

"
(&

]

- Initiation method, such as
on request, at predetermined
time, etc.:
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January 15,

1988

(o]

(Release No.

- Fstimated run time and
turnaround time;

- Oper

at commands and
messag

or
es; and

- Contacts for problems with
n

the ru

Ingut/outout files. Provide
information for files created
or updated by the run, such as:

- File name or label;

™e
- uis

Output reports. For each
output report provide

information such as:
- Report identification;
- Medium;

- volume of report;

V]
-
-

- wNumber of covies;
- Distribution.

Reproduced output reports. For
those reports that are computer

generated and then reproduced
by other means, provide
information such as:

- Report identification;

-~ Reproduction technique;

- Dimensions of paper or other
medium;

- Binding method; and

- Distribution.
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o Restart/recover rocedures.
Descr{Be proceaures to restart
the run or recover from a

(4) Nonroutine procedures. Provide information
about emergency or nonroutine opera ations,
such as:

(i) Switch over to a backup svstem;
and
(ii) procedures for turnover to

maintenance programers.

{e) Remote operations. Describe the procedures
Tor running the programs throuagh remote
terminals.
{9) gvstem Decision Paper 3.

Note: If changes in the project scope are
siqnif1cant, re-entering the life cvcle process
beginning with mission analysis/project
initiation must be considered. Otherwise update

the previous SDP overview'statement and discuss
overall progress since the last milestone.

{a) Alternatives. Rased on experience durlnq
this phase, evaluate whether the selected
alternative remains the best course of
action or whether changes should be made.
Summarize any changes made to functional
requirements or system design. Significant
changes in costs, benefits, savings, and
risks from previous milestones should be

n!esented, Provide an updated cost/benefit

_appendix.

{b) sSchedule of events. summarize major events
and actions accomplished in the orev1ous
phase and projected for the next phase to
include estimated start and completion
dates. Highlight changes nade since
Milestone 2. Compare curreat and previous

Py iy Fee BF°N

schedules and explain any overall scheauie
slippages greater than 20 percent.

(c) Resources. Summarize resources expended to
date, resources needed for the next phase,
and projected resources needed for the
remainder of the system's life. Compare
current cost estimates, funded and

lw,
Q)
ct
(1)
4
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=
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u
=
e
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w
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Chapter 3

unfunded, with previous estimates and
explain any increases greater than 20

Q
rh

18 A rFeaseil DULLEL

project file.

Configuration management. Summarize the
accomplishments in establishing a

.
configuration management plan for this

.project, including planned changes to the
configuration for the implementation and
maintenance stages.

Logistics.
et ———

(i) Maintenance. Discuss the status

orf malntenance arrangemenca for
ADP and data communications

equipment and software.

(ii) Personnel. Discuss the status of
persconnel re a"ired tc operate,
maintain, and use this system,

tiii) FPacilities. Discuss the status of"
FoeTTTE s oranaratioan far 3
faciliity yLepa;atiuu for this
proiject.

Training. Summarize the status of

technical and functional personnel training

for this project.

rTransition. Update the transition strategyv
from Milestone 2.

Securitv. Discuss actions taken to
accommodate security requirements.

Privacy. Discuss actions taken toc comply
with tﬁ, Privacy Act.

Software. Discuss actions accomplished
2=t c 7

since the last milestone. Provide an
overview diagram which shows the

relationship of all major application
programs in the AS. Provide the status of
each program. Identify costs expended to
date versus costs projected for future
phases.
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(1) Data communications. Discuss steps taken
to accommodate data communications
requirements.

{m) ADP equipment confiquration. Provide an
updatea copy of the ADP equipment
configuration.

(n) Supporting documentation. Provide an
updateé 1ist of all suDDorting

documentation, including system
documentation.

(0) Test and evaluation. Synopsize the resuilts
of testing and evaluation for this
project. Include the user acceptor's
certification that the designed svystem is
adequate.

(p) Problem areas. ldentify problem areas to
date or projected problem areas that may

impact accomplishment of cobjectives.

Fxamples include inadequate resources,
milestone slipvages, contractual

s oo

difficulties, etec.

(q) Conflictina viewpoints. Based on-up-front
‘coordination with the user acceptor, data
communications authority, and project
management committee, summarize any
conflicting viewpoints and show the
rationale for their rejection or how thev
were resolved.

(r) Approvals. Identify what guidance is
neegea rrom pi’Gj‘c‘C» management committee
and what specific approvals are requested
relative to this SDP. Express in terms

consistent with perm1581on to proceea to
the next milestone. ?tnlxin the imnact if

the SDP is disapproved.

3.3 Operation and Maintenance Phase Documents.

A.

January 15,

Implementation Stage Documents.

171
i)

1988

A‘“liuatiuu Stc“ardshi“ Document, Thi
page document iIn which the responsible
manager relieves the project manager of
2 a2 .
1C1l

r
stewardship responsibil es for the application
system. Custodianship will pass to the ADP

manager responsible for system maintenance. The
person responsible for system stewardship will be
jdentified in this document, as will the svstem's
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custodian.
R. Maintenance Stage Documents.
(1) Post Implementation Review (PIR) Report.
{a) Plan. The PIR will ensure the application

software meets the criteria documented in
the post implementation review plan during
the User Acceptance Stage of the

P e Y- &

veveivppnen rhaac .

(b) Minimum requirements. All PIR reports will
review the application system's actual

operating performance versus its planned
r nce

eL Lo
in the following areas:

{2) System scope.

(3) Functional requirements.
(4) Change control.

(5) Auditability.

(6) Operation cost.

(7) Benefits.

{8) Securitv.

(9) Controls.

(10) Svstem inputs.

(11) System outputs.

(12) Processing accuracy.

(13) Data base intearitv.

(15) Svstem management.
(16) Risk analys
(17) Disaster recovery backup.
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or

(c)

(d)

(e)

Overview. Update the previ
gstatement and discuss overall

since last milestone. This information
constitutes a post implementation review.

rview
ress

on. Summarize the results of the

valuatio
ystem effectiveness evaluation an
tive action needed. The system
so be evaluated in light of new

1 Deom en ma

2 = -
1Cali aavances.

Schedule of Events. Summarize the events
accomplished aurlng the prev1ous phase and

_____ P N

those pl:OJeCtec. Highl ight changes made
gsince the last milestone. Compare current
and previous schedules and explain any
overall schedule slippages greater than 20

percent.

Resources. Summarize resources expended to
date and resources needed for the remainder

-of the system's life. Compare current cost
a

nded and unfunded, with
a

y IU
previous e tim,tes and-explain any
eater than 20 percent. As an
ovide a copy of the updated
€s

£ oammean  w»
from your project file.

Acquisigion Strategy. Discuss the adequacy
of the prevIous acquisition strategy,

whether other acquisitions are require
what nremarations are beina made for f

Wil v praCpasiawaiiee LS LOUL

acquisitions.

Configuration Management. Summarize

operational procedures for controlling

system changes, including ADP and data
communications equipment, systems software,
and applications software.

Logistics, Discuss adequacy of previous

ogistic support requirements and whether
any changes are required.

Training Summarize the status and
aaequacy of technical and functional
personnel training for this project.

ADP Eaquipment Configuration. Provide an
updated copy of the ADP equipment
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(k)

(L)

1986

Su rting Documentation. Provide an
uESatea Igst of all supporting
documentation, including svstem
documentation.

Recommended actions. Detail corrective
actions that need to be taken to bring the
svstem into conformance with requirements,
and detail costs and implementation
schedules.

Approvals. 1Identify what direction is
needed from project management committee
and what specific approvals are required
relative to the SDP. The decision at this
point will be whether or not to leave the
application system in operation, and what
changes to authorize to the operating
application system. Explain the impact if
SDP is disapproved.
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Life Cycle Management (LOM) of major ADP information system projects in the
Department of the Interior.
10.2 General.
A The constantly increasing comlexity nf ADND information evetame
- VW AiD Ll iy AP CUU LTy VWIgrALndw) v'da- ks 3 oll. e S0 Y WSS & ﬂ:w‘-u
with correspording increases in resource gxpendxtu:gs requires the

LELEIPAL LN MR EAS

establishment of standards to ensure that major ADP infomatxonfsystans are
. developed, acquir>d, evaluated and operated in an efficient manner, within
prescribed budget and schedule constraints, and are responsive to mission
requirements. :

B. Accordingly, the LOM process has been established to ensure that

adequate management ard control mechanisms are followed-auring major ADP
information system projects.

10.3 Scc This chapter applies to all bureaus and offices in the
Thorn o v do o o b € Sha Tméarisr T+ alen armmliacs A Arsmarsaial Aantrantare
L WIIC 41ILGTL 1'JL o &b u‘w AAdTO WV LWL G4 WWAILLES VWAL Oy
i te

lh Q.

other aovermment agencies

Samlee SGEYSeI2NTIS S

support servxces to the Department.

resources. ADP equ

- e wme wwar § e "1"’?""’"" -

designed to collect, process and/or commmcate data or mfomauon for the
purposes of supporting management, administration, or other organization
mission or program requirements.

its sxgmfxcant mpact on administration of agency progtams, fmances,
property, or other resources. A more precise definition can be found in

Apperdix 1.
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C. Life Cycle Management (LOM). The process for administering an ADP

information system from the identification of a need through its replacement
or termination. This process emphasizes strengthening early decisions which
shape the system's cost and utility.

D. ADP Information System Life Cycle. The time span between the
establishment of a need for a system and the end of its operational use.
Overall, the system life cycle is divided into a discrete mumber of phases
with formal milestones placed between and during each phase.

E. Phase. A distinct interval in the life cycle of an ADP
information system, characterized by the type of activity performed and the
specific end products praduced. System life cycle phases and activities are
"described in Appendix. 2.

10.5 Objectives. The objectives of ADP system LM in the Department are
to:

A. Provide a structured mechanisn for managing and controlling major
ADP information system projects.

B. BEnsure proper and responsive communications among system users,
managers, Departmental senior management, and data processing and IRM
personnel.

C. BEnsure direct management accountability and responsibility for the
performance and effective control of major ADP information system projects.

D. Provide close and continued management involvement in all phases
of major ADP information system projects.

E. Ensure that proper project management and reporting practices are
employed during the conduct of major ADP information system projects.

10.6 Policy.
A. All Department of the Interior organizations will utilize a life

cycle management approach to planning, developing, acquiring and using ADP
information systems.
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B. Major ADP information system projects and their goals and

priorities shall be clearly defined in the Department's ADP and
Telecammunications Five Year Acquisition Plan, as described in 306 DM 4.

10.7 Responsibilities.

A. Information Resources Management Review Council (TRMRC). The

IRMRC has responsibility for:

(1) Recmmrdmg to the Under Secretary bureau/of!
for initiation of new development or upgrades of major ADP 1

systems.

(2) Prov:.dmg Departmental leadership and guidance during the
life cycle of all major ADP information system projects.

(3) Reviewing the most significant milestone events and products
ing the life cycle of m1nr ADP information system DIOJGCtS-

e W asagies ST

B. Office of Information Resources Management (PIR) . 'The Director,
PIR, has responsibility for:

(1) Developing and maintaining Departmental policy and Depart-

i
mental LOM Handbooks e s;g"bl;sh;ng the minimum acceptable LM standards

applicable to major ADP information system projects.

(2) Exercising oversight concerning LOM policy implementation in
bureaus and offices.

3) Submitting to the IRMRC, bureau/office requests for major ADP

information system projects, together with recommended alternatives and/or
decisions.

o~

=1
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S
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o
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-
]
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(S5) Coordinating the development and implementation of
Departmentwide ADP information systems. :
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C. Assistant Secretaries. Each Assistant Secretary is responsible
for:

(1) Ensuring that the LOM concept and requirements described in
this chapter and in the Departmental LM Handbooks, such as the Application
Systems Life Cycle Management Handbook, are applied to all major ADP
‘information system projects.

(2) Ensuring that major ADP information system projects and their
goals ard priorities are clearly defined in the Department's ADP arg
Telecommunications Five Year Acquisition Plan, as described in 306 DM 4.

D. Heads of Bureaus. Heads of bureaus are responsible for:

(1) Ensuring that the LOM process is applied to all major ADP
system projects within their respective bureaus.

(2) Designating officials within user organizations to be
responsible for management and control of specific major ADP information
system projects. ‘

(3) Applying the LOM process to all ADP system projects to the
maximm extent practical.

10.8 Authority.

A. Office of Management and Budget Circulars (A-1l, A-76, A-94, A-
123, anmd A-127).

B. Federal Acquisition Regulations (FAR).
- C. Federal Information Resources Management Regulations (FIRMR).

D. Federal Information Processing Standards Publications (FIPS PUB
38, 64 and FIPS PUB 101).

E. 44 U.S.C. chapters 21, 29, 31 and 33 (Records Management) .

F. Departmental Manual 306 IM 4, 365 IM l-, 375 M, 380 DM 1 and
403 M .
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10.9 LM Handbooks.

A. The LOM Randbooks (Departmental Manual Handbooks), one of which is
the Application Systems LOM Handbook, contain recommended procedures for
implementing the LOM process. Copies are available through the normal
source of supply used to cbtain Departmental Manual Releases.

B. The Director, Office of Information Resources Management, issues,
amends, or revises the Departmental LOM Handbooks.
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Major ADP Information System - Definition

e miehamah S b cebhillAilom ama s o .
An aut ted stem exhibiting one or more of the characteristics
isted below amd requiring special on—going Departmental management

1. Directly affects the agency's ability to meet a critical agency or
national mission.

> T lerae a a9 1 =

&> Vo G‘sllb MwSliie &IIVe % e s 8 T T e
relating to development, operation and/or maintenance. In this text. high
development, operating or maintenance cost means either: (1) cost of

initial development from conception up to implementation exceeds $1 million
dollars, or (2) the cost of operating am maintaining the system in any year

AR o~ XY - Ry 1_1_ e a et e meramaad TN @l V1Y P B

exceeds $500,000, or (3) total life cycle costs exceed $10 million dollars.

4. Directly affects the perfomance of shared agency resources, such

as central ccnputer systems and communication networks.

5
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Information Systems Life Cycle

There are three phases in the systems life cycle:

Date:

Initiation Phase

ll
During the initiation phase, a preliminary determination of
mission needs is performed and prospective strategies for meeting
these needs are identified.

2. Development Phase
During the development phase, the system's functional requirements
are specified, the system is designed to meet the specifications,
and constructecd/acquired and tested.

3. Ovperation Phase
During the operation phase, the system is implemented, maintained,
evaluated, and modified as additional requirements arise.
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Chapter 4 Application Svstems Life Cvcle Management Documents

1 Purpose
2 Initiation Phase Documents

.3 Development Phase Documents

.4 Operation and Maintenance Phase Documents
5

Details
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MNS = Mission Need Statement
SOP = System Decision Paper
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1.1 Purpose. This Application Systems Life Cycle Management Bandbook

describes the Department's management process for the desiqn, development,
implementation, and operation of new major application systems.

1.2 Objectives. This handbook has six objectives.

A. Establish a framework for managing the life of major application
systems.

B. PEstablish control mechanisms to ensure that application systems are
developed, acquired, evaluated, and operated in an effective manner and at
the lowest total overall costs.

C. PEnsure that an application svstem (AS) is resovonsive to user needs
by requiring user participation in and approval of all phases of the life

) SwHwee esry L ad— 1 -

cycle.

D. 1ldentify individual roles and responsibilities throughout the life
cycle and ensure management accountability for the success or failure of

application system actions,
E. Provide visibility of all resource requirements related to an
application system for its entire life cycle.

F. Avoid the develomment of unneeded systems by ensuring mission

analysis is done hefore a major ADP development project ?; authorized.

1.3 licahilitv. The standards set out in this handbook avply to all
major application systems development, acquisition and major enhancements in

Sha o [, [, PN v
the Department of the Interior. These standards are not intended to be

applied retroactively to avplications already under development. A major
application system can be identified by answering the followina questions in
a yes-or-no manner with regard to the application system project that is
being considered:

A. Does the proposed system directlv affect the Department's ability
to meet a critical Departmental, national or international mission?

B. Will the total cost of identifyino requirements and developing the
application software required to bring the system into operation equal or
exceed $1 million?

The cost thresholds detailed in this paragraph assume that all relevant
costs of defining mission needs, and developing or acquiring the qplication
sof tware have been inciuded. Relevant costs inciude Girect and allocated
costs for hardware, software, labor (in-house or contract), and charges for

8/16/85 376 DM 10A-1
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computer processing time 1?:? initiation and Seveloprent. e &8
hnxredtoopnuamb— for example nev hardware or a new data
management system. will be allocated to system life cycle costs (see C) and

bt y

mtmoaudnduelqnmtm.

C. will total life cycle costs, including the cos
avatam awnaad €10 million? Will the anmal of ore
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maintaining the system exceed $500,000?
'D. Will the system affect national security?

E. Will the system directly affect the security and safety of
substantial financial resources, people, or other valuable assets?

F. Does the svstem sug:ott a major mission whose function is multi-

AAAAAAA -—an

bureau in its scope as 18' for IMWp the ?AX/HJQ ly‘tﬂll!

G. Does the system directly affect the ability of the Department to
perform.a mission designated by the President, Congress, Office of
Management and Budget, or the Secretary as being of particular importance?

TE tha anemar ba amr AF bhasa ame b
dd WG QIISWCE W @Iy Us Wicoe \’W -

system is major and the standards in this handbook apply.

1.4 Responsibility

(1) Ensuring that the LM concept and requirements described in
this Application s‘ysi:uns Life Cycle Manaqement Handbook, are applied to all
R AP lafacmadsdoan anansaed ambs .

JV& AT uuuu_uul -YBBH“ P‘UJC\—“. )

(2) BEnsuring that major ADP information svstem projects and their
qoals and priorities are clearly defined in the Department's ADP and
Telecommumications Five Year Acquisition Plan, as described in 306 DM 4.

R. BHeads of PMureaus. Heads of bureaus are responsible for:

(1) Pnsuring that the LOM process is applied to all major ADP
system projects within their respective bureaus.

(2) Designating officials within user organizations to be
:espomible for management and control of specific mjor ADP information
system projects.
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(3) Applying the LOM process to all ADP system projects to be
maximum extent practical.

C. Program and Administrative Managers. Program and administrative
managers who request the opment of ADP information systems are
responsible for:

{
|

(2) Ensuring that the IM concepts and requirements described in
. ad P information system projects thev

1.5. Importance of Documentation. Camplete, accurate and usable
documentation of the application svstems covered by this handbook is

essential. Historically, ADP professicnals have congidered requirements,

computer program and data documentation to be bv-products of the develooment
process, Because this handbook applies to major, critically important,
application systems, docunentation of these systems requirements, camputer
programs and data are important deliverables of the develomment process. No
major application system will be {molemented without this documentation.

The documentation will be used for svstem maintenance, impact of change
analysis, management review and control, system conversion, and audits.

1.6 Application Systems Life Cvcle Management.

A Nafi

e ok AL rw ZE = e === )
process of administering an application system over its entire life cycle.
The life cvcle itself is the time span between the establishment of a need
for a svstem and the end of its operational use. The life cycle is divided

into discrete, or separate, vhases with formal milestones established as

N
inkte £fAar
ooin €or ﬂnnnmmn.t Hﬁn.brol.

B. FHandbook Structure. This handbook has four chapters.'

(1) You are currently reading Chapter 1. It provides an overview
ons

Application Systems Life Cycle Management, and includes definiti and

management responsibilities,

(2) Chapter 2 contains a description of the life cycle of major
application systems, and the activities to be performed during each stage of

S " ¥ Pappuugusy PN
ure lLire Cyclie,

o
rn

(3) Standards for Project Management, Reporting and Control are
described in Chapter 3.
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(4) Chapter 4 lists the minimum deliverable documents that the
Depar tment requires during the life cycle of a major application system.
Details cmceming the management of najoz application systems in the
Department of the Interior are given in a technical document entitled, "A
Project Manager's Guide to Application Systems Life Cycle Management.® To
obtain a copy of this document, contact the Director, Office of Information

Resources Management.

—=2a 2 e vy |
inicions

le This section contains definitions of tems and
ac:on Ea to azscrIE Application Systems Life Cycle Management.
ADPE. Am:anatic Data Processing Equipment.

ADP Information mstem An organized cmbination of humn tesources, ADP
equipment, software, and established methods and procedures Jdesigned to
collect, process and/or cammumicate data or information for the purposes of
supporting management, administration, or other organization mission or

program requirements

- b & Oan ccwe) Jaadd. ace veoonbeoem
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Apolication System. #An information svstem composed of one or more units of
sof tware supported by ADPE and autamating work methods and procedures to
collect, store, process and disseminate information to support specific

arman e mi oo ane
aGeiCy misSsSithns.

Application Systems Life Cvcle. The time span between the establishment of
a need for a system and the end of its operational use. Overall, the system
ife cycle is divided into a nunber of discrete phases with formal

1
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. Application System.
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ASIC. Application System Life Cycle.

Automated Data Processing Bquipment. Equipment used to execute camputer
program instructions, provide input to those instructions, or carry output
fram them. Included would be conputet processing devices, data storage

Baeel e Db AV a_a PR SN s S

devices, data terminals, data communications equipment, and printing
devicesa_

Concept Development Stage. The second stage in the life cycle of a j
r

application system. In this stage blueptints (plans) are dev oped fo
functions, data and data communications needed to fulfill the mission
needs. These blueprints provide guidance and structure to the work

when the system entezs t.he Development Phase.

Custodian. A person who guards, protects, operates and maintains an

8/16/85 376 DM 10A-1
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application system in accordance with a service level agreement with the
steward of the application system. The custodian of an application system
is the ADP manager with line responsibility for providing timely and cost-
effective camputing resources and system maintenance services. People who
perform maintenance programming are carrying-out custodial functions.

Development Phase. The second phase in the life cycle of major information
systems, and major application systems. Development Phase includes the
specification of functional and data requirements, construction and
acquisition of required software and hardware, and testing for technical and

user acceptability of the new system,

Implementatioe Stage. The first stage in the Operation Phase of a system.
During Implementation Stage the application system is turned over to the
system maintenance staff (custodians) by the ADP development team, and
operation begins.

Information Technology. Such technical resources as hardware and sof tware,
telecommunications, micrographics, reprographics, office information systems
equipment, and other autcmation used to address problems in information

handling, use, processing, st:oraqe. and management.

Initiation Phase. The first phase in the life cycle of a major information
system. When an application system is being described this. phase results in
the mission need being described and analyzed. Then, a blueprint is

::gloped for the development Qr acquisition of software to meet the mission

Interoperability. A state where two application programs can use cammon
camunications media to exchange information easily and precisely without
apparent regard to configuration or egquipment manufacturer.

Life Cycle Management. The process for administering an ADP Information
System from the identification of a need through its replacement or
termination. This process emphasizes strengthening early decisions which
shape its costs and utility.

Maintenance s«_ﬁ. The second stage in the Operation and Maintenance Phase
of a system's life cycle. During this stage the application's operational
effectiveness is maintained by maintenance staff (custodians). Requirements
for system modifications are forwarded fram the responsible functional area
(stewards).

Major ADP Information System. An autamated system that requires special,
continuing management attention because of its extreme importance to an
agency mission; its high development, operation or maintenance costs; or its
significant impact on administration of agency programs, finances, property,
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or other resources.

Magct Application System. An application system which, because of its
rtance to the Department requires special, on-coing management
attention. This importance is a result of the scope or importance of the
missions being supported, the impact of the system on the financial,
property or personnel resources of the Department, or the cost of the

system.

Milestone O. The first point in time during the life of an application
system project that reporting is required to implement management control of
the project. This milestone occurs after the activities of Mission Analysis
Stage are camplete, and before Concept Development Stage begins. If the
project manager recommends proceeding to the next stage of the project, the
project management cammittee decides whether or not to authorize the Concept
Development Stage.

Milestone 1. The second point in time during the life of an application
system project that reporting is required to implement management control of
the project. This milestone occurs after the activities of Concept
Development Stage are camplete, and before Development Phase begins. If the
project manager recommends proceeding to the next chase of the project, the
project management camittee decides whether or not to authorize the
develomment of the prooosed svstem, and the Assistant Secretary reviews the
recammendation before system development begins. :

Milestone 2. The third point in time during the life of an apolication
system project that reporting is required to implement management control of
the project. This milestone occurs after the activities of System Design
Stage are camplete, and before System Construction and Acquisition Stage
begins. If the project manager recommends proceeding to the next stage of
the project, the project management comittee decides whether or not to
guthorize the acquisition and/or construction of the system that has been
esigned.

Milestone 3. The fourth point in time during the life of an application
System project that reporting is required to implement management control of
the project. This milestone occurs after the activities of User Acceptance
Stage are complete, and before Implementation Stage begins. If the project
manager recommends implementation of the system, the project management
camittee decides whether or not to authorize the implementation.

Milestone 4. The fifth point in time during the life of an application
system project that reporting is required to implement management control of
the project. This milestone occurs after the system is in operation. The
responsible functional manager recommends whether or not changes need to be
made to the application system now in operation, and presents a report

8/16/85 376 DM 10A-1
New

Date: January 15, 1988 (Release No. 141) Page 176




MMSM 376.10
Appendix 2

i q aA)
\\.«uu L.Lu'dcu;

DEPARTMENT OF THE INTERIOR
DEPARTMENTAL MANUAL

T Ireit i IVimivV 0 MO

APPLICATIQ! SYSTEMS LIFE CYCLE MANAGEMENT HANDROOK
(376 oM 10)

Chapter 1 Application Systems l.ife Cycle Management 1.7

reviewing the degree to which the operational system meets the goals
outlined in the Initiation Phase. If revisions are recommended, the project
management cammittee will decide whether or not to authorize their
implementation.

Mission Analysis Stage. The first stage in the life cycle of a major
application system. Mission Analysis Stage includes the description of
mission needs for information and information processing.

MS. Pronounced "mens®”. The Mission Need Statement document is prepared by
‘the application planning team during the Mission Analysis Stage. It
contains information describing the need for additional information and
information processing in the workplace.

Operation and Maintenance Phase. The third phase in the life cvcle of major
information systems, and major application systems. This phase begins with
the implementation of the system and continues as the system is operated to
support the mission needs outlined in the Initiation phase.

Phase. A distinct interval in the life cycle of an mr information system,
Characterized by the type of activity performed and the specific end
products produced.

Project. A planned undertaking that includes a number of activities to
solve problems and produce results for an organization.

Project Charter. A written understanding between the Project Manager and
the Project Management Committee. This charter is developed specifically
for each major application system project. It sets forth the scooe,
objectives, activities, team organizatxon, responsibilities, and the general
methods of operation. The lines of authority and accountability are clearly
identified.

Project Manager Indivi

HAw—e

pro;)ect management and held accomtable for project petfomgnce

Project Management Comittee. Selected individuals having functional,
financial, and technical expertise who oversee the status and proaress of AS

F‘KQJeCta, and approve expendi tures of finde, l'ﬁnu alen oversee n'lanqipg and

management of AS project resources, and ptovide zeports to the IRMRC as
required.

Pro‘;ect Team., Individuals assigned responsibilities for performing the

activities and producing the P&w‘w“ teq“‘ red during an u’f:".—l‘”"{m system

development project. Major application systems will have two distinct
Project Teams; one during the Initiation Phase, and a second team during the
Development Phase.
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SDP 1. System Decision Paper 1 contains an overview of the application
Plan. It is prepared by the application planning team at the end of the
Initiation Phase to support a go/no go decision regarding'starting the
Development Phase.

SDP 2. System Decision Paper 2 contains an overview of the detailed design
of the proposed applicatim system. Rardware, software, and communications
options are discussed and an approach is recommended. This document is

prepared by the AP aevelognmt team at the end o: the System Design Stage

M e s~ o & a Aami o ~om cdnablhar So oeesb o weh v smmmmad  ove oo b ow-
WU JUMAJIL . G UTLILIDIWAL I WIKLIKE: UW WWADWEUL u' PLWAAJDOTU DyD L.

SDP 3. System Decision Paper 3 contains a summary of the constructed

appIIcf.tim system and plans for implementing the system. It is prepared by

the ADP development team at the end of the User Acceptance Stage to support
ing

am a
Jonom oo Ammi o lmin oamm e o o o
a

& . e
a §go/mo go GecCision regar stam implementation.

u ®

SDP 4. System Decision Paper 4 contains an overview of the effectiveness of
the application system that is in operation. It is prepared during the
Maintenance Stage by the functional nanager with resg:nsxblhtv for the

ol ---.- e f e cmmeead e Aha Y e e - Py S,

misSsSi area being served by the application system. The Jocument Supports
i eqarding whether or not additional investment is needed to brina

ding whether or investmer bring

; conformance with its planned goals.

specific part of a phase in the life cycle of a
SR 2 mban A _— a2 %S 1

rovide specific deliverab

}

Steward. One_who oversees the adequacy of an application system's support
functions. The steward's role includes management
accountability for the system's cost justification, the pri
r ite altaration, M :ecisfi the ct.gknﬁl'an i!\

LR = e LS - RS 4 AP A LT asas s

scheduled date to implement a system charne requested by the stewara Good
management practice dictates that the steward of a system never be its
custodian, if the system is a major a];pliatim system. Professional ADP

—A_fe _a___ 928 ___o e A_ WP _@ &\ _____ a__ ___o___ —a

STArI SoUid pericrm cQaBualal runctians ror -)cx sysuams.

Svystem Analysis Stage. This stage of an application system's life cvcle is

rst stage o Development Phase. Detailed functional and data
requirements are described and documnted 'l‘hese zequirements may be
iaen";ﬁi. fied ':‘:y formal, structured analysis techniques, or by prototvping
o oee

System Design Stage. The second stage of the Develooment Phase in the
system life cycle. System Design Stage includes the detailed design of

——a e _a

sof tware and data bases to sSupportc the awucanon.
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System Construction and Acquisition Stage. The third stage of the
Development Phase of a system's 1ife cvcle. In this stage the application
svstem is actually constructed. Programming occurs, and proerietary
application software packages (if required) are modified to meet functional
and data requirements.

User Acceptance Stage. The final stage in a system's Development Phase. A
full system test of the application is completed to determine if the

svstem's functioning and data are acceptable to the system's users. If the
system is acceptable to the user, a recommendation for implementation of the

mrmben £l Ve e

Jystau LULLUWD.

User Acceptor. An individual appointed at the time a system development
effort is initiated. The individual is to monitor and coordinate, from the
user perspective, those system develognent pro:ects in a user area. The
User Acceptor should be considered for the role of Project Manager during
the application planning team's tenure. The User Acceptor interacts with
the Project Manager in a "customer-contractor® relationship during the ADP

project team's tenure.
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2.1. g{x_r% The Application System Life Cycle (ASIC) ide\tifies the
life of an application system (see Fxhibit 2-1) and describes
work done in the phases.

2.2 Objectives of ASIC.

A. PFstabhlish a framework for managing the life of major apolications
systems;

B. Provide guidelines for the activities during a system's life;
C. 1Identify minimum applications systems documentation requirements;
D. Fstablish products that can be checked during the life cvcle; and

E. Define system develoument responsibilities.

2.3 Background.

A. The Need for Standards. Information systems managers generally
. admit that system development projects often are not completed on time, do
not meet user requirements and are not campleted within budget. Most
failures are the result of not understanding that building major systems
requires a consistent management aporoach for structuring and controlling
the process. The Application Systems Life Cycle Management Randbook is such
a standard.

B. ASIC as the Solution. The ASIC is the set of standards for
initiating, designing, installing, and maintaining aoplications systems. It
provides a cammon framework for managing the svstem develoument arA
maintenance process in order to improve communications among diverse
interest groups, facilitate control of the process, and specify the contents
of deliverables. The ASLC addresses all tvpes of major application systems
develomment work. .

2.4 Responsibilities.

A. Offices and bureaus will manage all major arplication svstems
during the Development Phase, and provide maintenance expertise in the
Operation Phase.

B. Functional proaram and administrative management must administer
major applications during the Initiation Phase, and retain management
oversight responsibilities during the Development and Operation Phase.

C. A Project Management Committee provides executive management
throughout a major application's life cycle.
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D. The Office of Information Resources Management prepares standards
for major application systems management.
2.5 Proiect Recuest. The ASIC begins when somecne identifies that a

o w I X AP Ad o ——— - rec— A= > 8 =1

deficiency exists which inhibits an Interior agency from effectively and
efficiently meeting its mission. Anyone can initiate an ASIC by notifying a
responsible functional (prcqrmtic or administrative) manager, and the

..... mf demlalotloe o mmadomi bawdmae .xu.. tha cwwanmeavabicn AF a2 rwadand

process Of initiating & project Degins witn the preparatitn of & project

2.6 ASIC Phases. There are three life cycle phases in the ASIC.

(1) Purvose. In this phase the mission need is analyzed to ensure
that a system is needed, and to provide clear direction for later phases. A
blueprint for the application is constructed.

(7Y DNacrrirkinn Develop an idea for a mfﬂn!‘iﬂ’ avolication

N/ e S B iy ] eV e P A te aSra ==

system. State mission tasks and identify deficiencies. Perform a mission
analvsxs to determine the required functions and data, and to obtain enough
data to decide if the autcmation idea should be pursued into the Development

Phase. Outline the application concept, and provide cost and tenefit
actrimatac Manacamant narticimation in the ITnitiation pPhas verv high;

CovAMIGdLCo e VR A LIICl b ML AW AP CALRSE Ll Wi Llla wala & o samas

ion e is
since determining if there is a need that justifies a syste.m is a management
question. The Assistant Secretary's approval of the ecum\ended concept is
required before the Development Phase begins.

(1) Purpose. In this phase the application system is constructed,
tested, and documented. Detailed requirements definition occurs earlv in
this phase.

(2) Description. Define the functional reguirements in enough
detail to determine system and software snecifications Then, identify the
data requuenents, establish perfomanoe cziteria and determine interfaces

— - - e 2t beadd

to other systems. Follow the National Archives and Records Aaministration

standards for records creation, documentation and dispoeal.

Working with in-house or contract staff create a definitive design proposal
for develomment, or a prototype for experimentation. Also, prepare a

=2 —_— e A

detailed cost/benefit analysis for the new design. During system
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oconstruction acquire and install the hardware, data cammunications and
oroprietarv software needed. The application software is develoved and
undergoes unit and technical testing before system acceptance testing takes
place.

Svstem (user acceptance) test is performed to determine if the system's
functionality and data are acceptable to the user. The users of each tvpe
of documentation will sign-off on the documentation when they find the
documentation prepared by the project team is adequate. The project team
corrects anv deficiencies found in the documentation. User training
material is finalized, and operation instructions are orepared.

(3) Stages. Develooment Phase has four stages.
System Analvsis (prototyping may be substituted)
Svstem Design

Construction and Acquisition
User Acceptance

C. Operation and Maintenance Phase.

0000

(1) Purpose. In this chase the svstem is brought into overation
to fulfill the requirements for which it was constructed.

(2) Description. Overate the system to accomplish the oroduction
objectives for which it was designed. Run, change, or repair the system as
necessary. DPrepare resource utilization and efficiencv reports and conduct
periodic post implementation reviews to ensure that the system still
efficiently meets requirements.

(3) Stages. Overation and Maintenance Phase has two stages.
o Implementation
o Maintenance
2.7 Use of Standards. Use this Application Svstems Life Cvcle Management
Handbook when developing major applications systems in addition to the

Federal Information Processing Standards (FIPS PUB) Guidelines, numbers 38
and 64. ADP audits are to be conducted to ensure compliance.

2.8 Document Retention. The Project Manager retains all documentation
required as a part of ASIC in a Project File. A copy of these docurents is
turned-over to the functional manager (steward) who is accountable for the
application system. The documents are important records, and will be
archived after an application system is discarded or replaced.
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xmgnetic media will be retrievable, protected from unauthorized disclosure,
and disposed of only in compliance with approved records disposal
schedules. See 44 U.S.C. Chapter 33.
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3.1 Ppurpose. This chapter establishes minimum standards for project

management and reporting uben a major application system is being

developed. These standards y aa:ly o applicatim systems that are

deemed tO be “majoc” under the guidellmsofthisharﬂtnok See 306 DM 3 or

A. Ensure projects for developing major application systems have
mbhemdeasnds blhoabk secmceeloe bhoe iendmea mhavambarioblae AFf madar sunbans .
o AL WAL fCAANILLE WIS WMILWYUT WIGLAVLEL ASLIWE VL um jve SYySLOuDj

B. Coordinate ptoj management with the Application Svstem Life
Cvcle (Chapter 2); and :

3.3 App‘licabifitx. 'rnis standarci plies t

L Ly ey upyray. gy - e memrn) $ o de S e o - AalLlmad wm mas amin 1 2 ~f
implementation of a ouvs @PPLiCacicii SYSUSh &S GSriinSd in paragqiapm 1.5 O
this handbook.

3.4 ts. The three major canponents of project management,
reporting and control are the organization and mnaqement of the project,
bha meamacmcm b aemboal o =] caed ccnam Sha prgey | LLA mmeem et mar maamed wad
LIS InalayciRiie GUAILWiVLIS pliaTu UWI CIG HLUJG-L' Al UK 1Tl VN TSJulLlTu
to enforce the management controls.

A. Project organization and management will reaquire that project teams
be formed to perform the life cycle activities mentioned in Chapter 2 of
this handbook. Because of the size and importance of major applications,
two distinct project teams will be involved in a major application system's
life cycle.

(1) Application Planning Meam. This team will be formed to
camplete the activities listed as part of the Initiation Phase. Team
members will be from the functional area sponsoring the automation project,
since the work to be done in this ¢ focuses upon the functional area's
work needs,

&, 1Y DY el e fe e e -l Ammem oad VY a2V B e AL o) £

(€) ALY LevelogeeEt ) ) dTIAS Leam Wilili UULIU Uuon Lne 4 ) 4
the application planmning team, and complete the activities that form the
Development Phase. Scmeone experienced in project management should be
Project Manager of this team

Mo omamncndh ool o2 ! amVicda bbhae e T al. comie ame e Y -

B. managemeinic COnuiols 1 UC0€ w® NanooOOR yOU are noOw reauing, anc
the structures it mandates to provide management oversight of the
application system as it progresses through its life cycle. There are two
de m 2 W et mmn 4 = aAnnO0 2T~ mmmmn AT 1A\ Darra
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bodies that directly review and exercise management oversight of the
application develomment and acquisition process.

(1) Proiect Management Committee (PMC). The PMC will review the
reports of the ect Manager at e estcnearﬂmkeago/rbgo
decision with regard to the next stage of the life cycle. The PMC should
require the Project Manager to report progress periodically between

Py 3 PPy SRy

milestones.

(2) IRMRC. This Departmental executive committee has been
convened by the Under Secretary. Composed of the Under Secretary and
representatives of the bureaus, this group reviews the progress of major
application system pto:ects The Project Manager is responsible for meeting

the r-pgrr{m recquired the

=y . wetes Asw e S

C. Major application system projects will report their progress at
ptedetermimd milestones in the Jife cvcle. Manacement's explicit approval
is needed at each milestone before the project can proceed beyond that
milastona, Riaorous enforcemant of these rmt{m recuirements v

N (=18 9 i WEs Wil b

management authorities will mitiqate the chances of a major application
svstem failure late in the system life cvcle. This will allow applications
that are "off-track” to be corrected before they become mator problems.
Reporting is required to the Project Management Cammittee at each of the

following milestones.

(1) Milestone O. Milestone O occurs after the Mission Analysis
Stage and prior to the Ocncept Developnent Staqge durim the Initiatxon
Phase. The Appucaum Plamning Team is responsiblie for meeting these

oo b l-.- -asmed

reporting regquirements.

(2) Milestone 1. Milestone 1 occurs after the Concept Development
Stage and prior to the System Analysis Stage. The Application Planning Team
is responsiblie for meeting these reporting reauirements.

(3) Milestone 2. Milestone 2 occurs after the System Design Stage
and before the System Construction and Acquisition Stage. The ADP project
team is responsible for meeting these reporting requirements.

and prior to placing the AS in operation. The ADP project team is
respcnsible for meeting these reporting requirements,

(5) Milestone 4. Milestone 4 occurs after the AS has been put in
nr b e Tt Tern) maracer (& re :
operation. The functiconal manager is responsible for meeting these
reporting requirements.
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Chapter 3 Project Management, Reporting and Control

3.5 Details.

e 2

Pt
and Controi can be obtained by cr.m:accxng the Offic

Dacrsircac Manasamand and vM|Asb‘M a ~rwwr AF "a
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Detailed information reqatding Project Manaqenent, Reportmq
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» SYSTEM ACCEPTANCE REFERS TO FUNCTIONALITY AND DATA ACCEPTABILITY,
NOT SYSTEM STEWARDSHIP.
EXHIBIT 4-1
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e w— o
ion system. The documents are presented

dditiona) documents will, in a)l likelihood, be

ired by ojects, this chapter lists the minimum documents
equired for prOJect docunentatxon, revorting and control. Please note that
all documents marked with an asterisk (*) need not be prevared exactly as

pt r lists the documents required during the life
cati
ad
Dro

" . Proi s should be p:—‘-ed to. ju‘Sth' vhy 2 marticular
document was not produced, as will be the case, for example, if a

prototyping methodology is used
;l:sta:\ge .;equ.ited by these documents will be required, but variations will
be approved on a case-by-case basis. Documents not marked with an asterisk

Project Request
Mission Analy515 Metnoooxogv
Cost/Benefit Analysis
Drn)nﬁi' Charter

Sa Ve

Organization Model
Mission Process Model
Information Model

ae_ 3 ma s nt

Mission Need Stat

Svstem Ohjectives

System Architecture
Data Architecture
nata Communications Ar

* % % %

hitecture

(¢]

Svstem Life C‘vcle Resources Estimates
Revised Cost/Benefit Analvsis
Revised Mission Need Statement

System Decision Papver 1

4.3 Develooment Phase Documents.

Current System Descriotion

Detailed Eunctlcxm Requirements

Mad o "t e
bava Ncuu&u. enents

Design ProposaJ

Detailed Cost/Renefits Analysis
Revised Life Cycle Strategy
System Decision Paver 2

WE ‘w‘-.\.flﬁtaula

* A.pphcation Software Documentation
System Test Plan
Svstem Acceptance Report
Implementation Plan

* o »

W
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4.3

* Conversion Plan
* User Training Plan
Post B—I@Lﬁéuwtiﬁﬂ Review Plan

* User Manual
Control, Backup and Security SWmarv
* Operations Manual

4.5 Details. Detailed descriptions of the contents of each document can be
obtained by contacting the Office of Information Resources Managemenc

and requesting a cooy of "A Project Manager's Guide to Applica
Systems Life Cycle Management.”
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